
Paul Kelly
Adelaide, Furrymelia West, Barna, Co. Galway
Email: pkelly345@gmail.com   Tel: 086 303 0822
I am a hard-working graduate with honours Bachelor of Law (LLB) and Bachelor of Arts degrees. Cross functional work experience as a legal secretary and previously self-employed journalist. Self-motivated and attentive to detail with the ability to absorb and interpret large quantities of information and legal documentation. Strong organisational skills, with a proven ability to remain calm and focussed under pressure. Keen to apply my legal background and skills to attain a Traineeship.
Key Achievements, Skills and Attributes
· Comprehensive knowledge of the law and legal terminology developed from;

· All 8 FE1 exams passed
· Achieved 2.1 honours LLB degree.

· Work experience as a legal secretary / assistant in three different solicitor firms.

· Carried out extensive research of legislation during work experience.

· IT proficient – competent user of Microsoft Office, Word and Excel.

· Touch typist 55wpm / experienced Dictaphone and audio recording typist.

· CORTBase case management and Klyant accounting software.
· Capacity to provide diligent legal research as evidenced by vast experience as a legal secretary and as a freelance journalist.
· Excellent oral and written communication skills honed from writing, research and from face-to-face engagements with clients and public representatives.

· Well-developed interpersonal skills with the confidence to argue a case persuasively and to conduct one-to-one interviews. Gained experience in this regard by interviewing election candidates in the lead up to the local elections in 2019. 
· Professional approach to work, integrity and respect for confidentiality.

Professional Experience
November 2017 – January 2019


Legal Secretary


Swaine Solicitors, 14 Radharc na Farraige, Co. Galway
· Represented the firm as initial point of contact for clients and legal professionals.
· Maintained calendars, including client appointments and court appearances.

· Prepared and distributed time-sensitive correspondence and reports based on written / oral drafts and research findings. Filed and prepared documents and briefs for litigation purposes.
· Gained experience in High Court litigation, conveyancing, personal injury, family law, immigration law and GDPR.
· Attended legal meetings, including hearings, client interviews and briefings.
· Oversaw all aspects of client communication; tracked information going in and out of the office, sent legal documents to clients and court officials and managed all correspondence.
· Provided secretarial and administrative support to the firm

· Arranged all official documentation in the office in specific files for easy accessibility, reference and appraisal.
· Maintained a high level of discretion and confidentiality.
· Liaised with other professionals including; barristers, insurance companies, court offices and An Garda Siochana.
Oct. 2018 – May 2020


Freelance Journalist


Galway Daily Online Publication, Galway

· Authored articles for Galway Daily primarily of a political nature.

· Interviewed public representatives and scripted a wide range of articles.

· Attended council meetings and reported on these meetings.

· Conducted a number of election previews with general election candidates and compiled a number of articles in the lead up to the general election 2020.

· Submitted freedom of information requests (FOIs) and studied Oireachtas reports.

· Attended and reported on protests, public meetings and conferences often reporting on complicated and sensitive issues. 

October 2019 – Present

Door/Internal Security

The Roisin Dubh, Massimos, & The Blue Note Galway

· Gained valuable experience working with the general public.
· Oversaw the safety of thousands of people while working as part as a team.
Summer 2017



Legal Assistant / Secretary

John Martin at John F Martin & Co Solicitors, 28 Woodquay, Galway
· Worked in a reception role welcoming clients, answering telephone calls and emails, managed queries and directed communication to the appropriate solicitor / department.

· Prepared cases and attended court hearings, examined court documents and drafted letters to clients. 

· Undertook extensive legal research especially in relation to Employment Law.

· Completed Form 17 land application for registration and a Form A application to the Personal Injuries Assessment Board.

· Updated my legal knowledge in criminal, employment and conveyancing.

Summer 2016



Legal Assistant

Dermot Kilfeather at Kilfeather & Co Solicitors, The Halls, Quay St, Galway

· Summarised case law regarding a wide array of issues pertaining to clients, examined title deeds, compared lease agreements and compiled case briefs.

· Clarified issues for the principal solicitor regarding the non-principal private residence charge. 

· Obtained an understanding of the taxation of costs and became familiar with the Civil Debt (Procedures) Bill 2015.

· Examined rules of superior courts regarding appeals to the Court of Appeal in civil proceedings and gained an understanding of the general principles of data protection.
Summer 2015



Legal Assistant

Dermot Kilfeather at Kilfeather & Co Solicitors, The Halls, Quay St, Galway

· Clarified issues surrounding life insurance claims and researched associated case law.
· Reviewed case law regarding the forfeiture of deposit and resale.

· Designed pre-trial questionnaires.

· Expanded my knowledge and understanding of Criminal Justice Act, Offences against the State Act 1998 and Employment Equality Act.

· Analysed corporate contracts and identified potential breaches of contract.

Summer 2013



Legal Assistant

Dermot Kilfeather at Kilfeather & Co Solicitors, The Halls, Quay St, Galway

· Developed my knowledge of contract law through examining a number of contracts.
· Researched legislation in relation to banking law.

· Gained experience in meeting requirements of standard legal tasks.

Education & Qualifications

2017



Bachelor of Laws (LLB) 
2.1 Hons


National University of Ireland Galway
2015



Bachelor of Arts Degree (Public and Social Policy) 2.1 Hons
National University of Ireland Galway

2015



Diploma in Understanding Law in the Digital Age
The Law Society Ireland

Hobbies & Community/Voluntary Interests
· Politics and current affairs. I am an avid follower of Irish, European and international politics and current affairs. I enjoy political discourse, and I particularly enjoy following trends in general elections. I am an avid reader and follow political debates to inform and educate myself. 
· Soccer – committed supporter of Celtic football club. Auditor of Galway Celtic Supporters’ Club and I manage the supporters’ club Facebook and social media accounts.
· Mixed Martial Arts –I have been training Mixed Martial Arts for over 8 years and have had numerous amateur fights.

Referees

· Rosemary Crowley, Principal Solicitor at Swaine Solicitors, Galway. 
Tel: 091 861 382

E: info@swainesolicitors.ie
· Dermot Kilfeather, Principal Solicitor at Kilfeather Solicitors, Galway.
Tel: 091 562 037

E: dermotk@kilfeather.ie


