PAULA STUART
           Cartref, 1 Woodland Villas, Birr, Co. Offaly




Mobile: (089) 4503298    

E-mail: paula.stuart1982@yahoo.com
Legal Experience
March 2018-Present
Niall J Moran Solicitors, O’Moore Hall, O’Moore Street, Tullamore, Co. Offaly.
Voluntary Work Experience. 

Duties include: 

· Reception work, answering phones, taking details from clients.
· Greeting clients.
· Operating CORTBASE Case Management System.
· Filing and scanning documents and assisting the Office Manager.
· Preparing documents for post/DX exchange.
· Banking.
· Assisting the Solicitors of the firm and gaining exposure to different areas of law such as Conveyancing, Wills & Probate, Personal Injuries, Litigation, Family Law and Criminal Law.
· Attending Court.
· Conducting ENKI Searches.
· Copying, collating and binding large volumes of documents such as Books of Evidence and Court Submissions.
· Compiling documents for discovery.
Education & Training
Sept 2013-May 2017     Maynooth University

                                       Bachelor of Laws (LLB) Degree
                                       Higher 2.1 Honours
Relevant Skills
RESEARCH
· Effectively research topics of law for assignments. Finding case reports and journal articles. Follow research links, use accurate and up-to-date information, efficiently use library and other research systems. 

· Participated in a research project as part of final year of my LLB course. This project covered ‘The Statute of Limitations in Medical Negligence Cases: Scope for Reform.’

· Nominated by lecturer to participate in an employment-based research programme with the Irish Research Council.
ADMINISTRATION
· Managing schedules and appointments.

· Reception duties-answering telephone in efficient manner and responding appropriately to requests/queries.
· Responsible for product stock taking.
TEAMWORK/LIAISON
· Works well in a team in research and customer service roles.

· Ability to adapt as necessary to the needs of the team and the client.

CLIENT MANAGEMENT/CUSTOMER SERVICE
· Assisting and advising customers on suitable products.

· Consistently delivering to a high standard in client care.

· Effective in building rapport and professional relationships with clients.
COMMUNICATION
· Excellent written and verbal communication skills.

· Good presentation abilities.

IT Skills
· Competent research skills online, for example journals such as Westlaw, Justis. 

·  Knowledge of Microsoft Word, OSCOLA referencing system for assignments and CORTBASE Case Management System.
Employment History
Sales/Retail Assistant 
May ’11, Oct-Dec ’11, May-June ‘06 & Nov-Dec ‘05
Jo Malone, and Oh Buoy Promotion,     Brown Thomas, Dublin.
Aug ’07 – Oct ’07
    Galvin’s Ladies, Tullamore, Co. Offaly.
Sept ’05 – Nov ‘05
    Eason’s Bookstore, Shop Street, Galway.

Mar ‘05 – July ‘05
    Robert Blacoe Jewellers, Claremorris, Co. Mayo.
· Providing an effective customer service, ensuring a warm welcome for every customer.

· Promoting products to a high standard.

· Assisting and advising customers on suitable products.
Beauty Therapist
Mar ’08 – Oct ’09  
   Springs Leisure & Wellness Club, County Arms Hotel, Birr, Co. Offaly.
Oct ‘03 – Dec ’04
Pauline Cawley Beauty Clinic, Castlebar, Co. Mayo. 
· Providing an effective customer service.

· Providing advice and assistance on products.

· Carrying out treatments to the highest standard.

· Managing appointments.

· Reception duties; answering telephone in efficient manner

· Stock taking.

· Adhering to Health & Safety Standards.
Other Qualifications
 Oct ’10 – Apr ’11           Business through Computers FIT/FÁS (FETAC Level 5)
Sept ‘01 – May ‘03
Crumlin College, Crumlin, Co. Dublin.
Beauty Therapy.  Pass & Distinctions. ITEC, CIBTAC, CIDESCO, 
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