Stephanie Wall
17 Clifton Grange, Douglas, Cork

Tel: 087 3535896 Email: stephmariewall@gmail.com
_____________________________________________________________________

SUMMARY
Highly driven and ambitious 2H1 Bachelor of Law Graduate with three years’ work experience as a clerical officer/legal secretary in a busy public sector law department, who has just completed some FE1 examinations in the October sittings with the intention of completing more in the near future and is looking to expand on the legal work experience I already have and complete a traineeship in a highly successful private law firm like yours, with a view to eventually building a successful career as a solicitor there.
CAREER HISTORY
Law Agent’s Office, Cork City Council, City Hall, Cork

Unpaid Work Placement





June-Aug 2015
Temporary Full-time Clerical Officer


      Aug 2015- June 2018
· A varied role- all the secretaries in the department are required to rotate between the Litigation and Conveyancing teams as well as acting as the Law Agent’s secretary- the Law Agent regularly requested that I continue on as her secretary after my time as her secretary had come to an end.
Law Agent’s Secretary
· Completed digital dictations and other typing for the Law Agent.
· Arranged internal and external meetings or teleconsultations.
· Attended the weekly Senior Team meeting, recorded minutes and typed up these minutes.
· Printed diary every morning as well as emails, documents and relevant documentation for the weekly Senior Management meeting and filed relevant documentation.
· Opened and closed files and took an active interest in these files e.g. followed up on correspondence/documentation that we were waiting on.
· Prepared numerous Construction/ Public Works Contracts, Service Level Agreements, Leases and Licence Agreements on behalf of client departments etc.
Litigation

· Drafted Bills, Affidavits, Summonses and proceedings, prepared Briefs and Booklets and Discovery documents, as per the solicitors’ request.
· Attended court with the solicitors, taking notes and assisting them in whatever way possible.
· Completed digital dictation tasks e.g. letters and other documents-often these are urgent.
· Opened and closed files and followed up on matters for the solicitors.
Conveyancing

· Assisted with conveyancing transactions and acquisition of Housing Stock as well as disposals and other conveyancing matters e.g. assisted in the preparation of pre-contract enquiries and requisitions and other relevant documentation
· Was requested by one of the Conveyancing Solicitors to follow up on a large number of Tenant Purchase files e.g. following up with our client department, solicitors acting for purchasers, completing and closing these files.
· Completed digital dictation tasks, opened and closed files, took Contracts and other documentation for signing by the Chief Executive or Director of Housing and sealing in the Lord Mayor’s Office and followed up on these.
Other tasks

Since June 2017, was responsible for requesting and processing all payments in the office on the J D Edwards payments system which was previously done at legal assistant level in the department. This was an exceptionally busy role and involved keeping on top of all aspects of the payments process e.g. chasing invoices and codes from our client departments and ensuring that all suppliers including barristers and solicitors were paid promptly, as required under the Prompt Payments Regulations. Was also set up as fee-earner with a view to completing e-discharges- successfully completed numerous e-discharges and brought in money for the Council. Other responsibilities included maintaining the law library, ordering books and relevant material, and answering the phones and dealing with queries from clients and the public.
The Card Gallery, Mahon Point, Cork

Part-time Supervisor                                                                    Oct 2012-Aug 2015
Responsibility for maintaining shop security at all times, opening and closing the store, cashing up at the end of the day and putting float in till every morning, preparing bank lodgements, keeping up to date with paperwork, issuing refunds, preparing wages and dealing with deliveries. Also worked on the tills, dealt with customer queries, merchandised stock and maximised sales.
Working Holiday in Australia (my visa dictated that I could only accept temporary work assignments)
CEL Property Development, Melbourne, Australia

Receptionist (Temporary Contract)



      Sep-Oct 2011

I was responsible for the management of the reception area which included scanning and processing invoices for payment, operating a switchboard and transferring calls in a timely and accurate way, responding to emails and handling incoming and outgoing mail, dealing with deliveries and organising couriers. 
XChanging Compensation & Benefits, Melbourne, Australia

Administration Assistant (Temporary Contract)   


  Aug 2011

This was a highly confidential role in a busy insurance company and involved photocopying large files such as medical reports, processing requests for information and ensuring that this information was dispatched on time and to the correct parties.
Arrow Research Corporation, Melbourne, Australia

Receptionist (Temporary Contract)




 Jul 2011

I entered software support calls on the in-house system, dealt with customer queries, transferred calls and took messages and kept the reception and staff areas clean and tidy at all times.
Kraft Foods Australia and New Zealand Head Office, Melbourne, Australia

Temporary Receptionist/Security Administrator

    Mar 2011 – Jul 2011, also went back to cover holidays in Sep 2011
I greeted and checked in all visitors in a professional and efficient manner while contacting their host. I made sure they were looked after while waiting and notified them of any delays. I also made sure they checked out when leaving the building.
I operated a very busy computerised switchboard and transferred calls efficiently and professionally at all times.

I logged maintenance requests and ensured they were resolved quickly and I monitored and reported security alarms. I delivered site inductions to new staff and issued security access cards, locker keys and car parking cards. 
I managed the meeting room diary and ensured that meeting rooms were booked correctly. I responded to emails and queries, updated and managed the phone directory and carried out other administrative tasks. 

Hallmark, Winthrop St., Cork

Sales Assistant (Full-Time)    Aug 2009 – Jan 2011, also provided temporary cover in Feb 2012
I worked on the tills and processed cash and credit card payments. I handled deliveries and ensured they were correct. I merchandised stock and maximised sales. I always ensured that customers received polite and courteous service at all times and I monitored shop security.
Red FM, Cork

News Journalist (Part-time)




     May 2008 – Aug 2009

I was responsible for preparing and reading live hourly news bulletins. My role also involved recording interviews with the public, the emergency services and politicians and attending court. I had to work to tight deadlines, be assertive and cope well with pressure. 
The Card Company, Douglas, Cork

Sales Assistant (Part-time)                                                       Jun 2005- April 2008
I had responsibility for opening and closing the premises, end of day cash reconciliations and bank lodgements. I worked on the tills, handled customer queries and merchandised stock and maximised sales.
Roches Stores, Cork

Sales Assistant (Part-time)              May 2002 – Aug 2003 and Jun 2004- Jan 2005
I worked in various departments throughout the store where I ensured that stock was merchandised correctly, advised and helped customers and served them at the till.
EDUCATION

University College Cork

Evening Bachelor of Law Degree (2H1 degree)



        2017




University College Cork

Employment Law                                                                                Jan – Apr 2013

Futurekids Computer Learning Centre, Douglas, Cork

European Computer Driving Licence (ECDL Certificate)                         Jul 2012
Cork College of Commerce

Receptionist Skills 






                      2010

Radio Kerry Training Unit, Co. Kerry
Media Techniques (Radio Production) Level 3 Diploma (Distinction) 2008 – 2009
University College Cork

BA (Hons) English and Politics (2H1 degree)


             2004-2007
Christ King Secondary School, Douglas, Cork

Leaving Certificate (440 points)                                                                        2004

____________________________________________________________________
SKILLS
· Excellent PC skills-proficient in Microsoft Office, Digital Dictation and Keyhouse Case Management System but also a very quick learner 
· Excellent communication and interpersonal skills
· Used to working to high standards with close attention to detail and meeting tight deadlines
· Highly organised and used to keeping on top of a wide range of tasks
· Team player but also work well on my own initiative 
____________________________________________________________________
PERSONAL ACHIEVEMENTS

· Regularly achieved First Class Honours in my law degree including in an 8,000 word essay on Article 41 of the Constitution and in Constitutional Law and Tort, while working full time

· Received 2H1s in numerous subjects like Environmental Law, Company Law, Family Law, Child Law, European Union Law, Contract  and Property Law
· Certificate for Volunteering with FLAC UCC Society 2013-2014
· Was awarded the UCC Student Media Volunteer in 2007 as a result of my volunteer work on Cork Campus Radio
· Student Prefect and member of the Student Council in Christ King Girls Secondary School
________________________________________________________________
REFERENCES

References available on request
