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 vast legal work experience.
· Have passed all my FE1 examinations with a view to entering Blackhall Place in September 2021 to train as a solicitor.
· Looking for a Trainee Solicitor position in a highly successful firm where I will be able to train in a wide variety of areas.
CAREER HISTORY
Gaffney Solicitors, Cork August 2020- Present

Legal Executive (Maternity Leave Cover)

· A legal firm which specialises in employment law matters and litigation, particularly personal injuries
· A busy role which includes drafting important legal documents, lodging documentation with PIAB, attending Workplace Relations Commission hearings, attending court when required.
Downing, Courtney & Larkin Solicitors, Killarney, Kerry May 2019-March 2020
Legal Secretary/Legal Executive with Trainee Responsibilities- was let go because of Covid-19
· A varied role-assisted in a wide range of areas including Conveyancing (both residential and commercial), Landlord and Tenant Law, Wills, Trusts and Estate Planning, Civil Litigation particularly Personal Injuries and Commercial Litigation, Alternative Dispute Resolution, Family and Child Law, Employment Law, Insolvency and Debt Recovery, Corporate Law, Company Formation and Business Start Ups.
· Responsibility for the renewal of  various Licence Applications e.g. Dance Licences, Club Licences, Lottery Licences and Restaurant Certificates which involved liaising with clients, notifying gardai and fire services and lodging the relevant applications in court.
· Responsibility for renewing exemption orders which involved liaising with clients, notifying gardai and lodging the relevant applications in court.
· Attended to stamping of documentation on the Revenue Commissioners website such as Deeds of Transfer, Deeds of Exchange and Leases.
· Attended to registration of Deeds, Mortgages etc. in the Land Registry/Registry of Deeds as well as making First Registration applications.
· Prepared closing papers in Conveyancing transactions.
· Scheduled Title Documentation and sent same to lending institutions/filed away in strong room.
· Assisted with Probate matters e.g. drafting Inland Revenue Affidavit forms and other documentation.
· Prepared Contracts for Sale, Requisitions on Title and other relevant documentation as well as Leases, Licences and other Agreements, Mortgage Papers etc.
· Drafted Bills, Affidavits, Summonses and proceedings, prepared Briefs and Booklets etc.
· Witnessed Wills when required.
· Completed digital dictations in a quick and efficient manner.
· Covered reception when required, dealt with queries and transferred calls.
Law Agent’s Office, Cork City Council, City Hall, Cork
  June 2015-June 2018
Unpaid Work Placement





June-Aug 2015
Temporary Full-time Legal Executive (Clerical Officer)
   Aug 2015- June 2018
· A varied role- all the secretaries in the department were required to rotate between the Litigation and Conveyancing teams as well as acting as the Law Agent’s secretary
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.
· Assisted the Law Agent with various Commercial work e.g. 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.

· Ensured 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- had responsibility for a number of files and 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.

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

OTHER WORK EXPERIENCE

· I worked in retail part-time while attending school and to fund my studies from 2002 - 2008, 2009-2011 and 2012 -2015
· I also worked as a part-time new journalist in 2008/2009 while completing a Diploma in Media Techniques (Radio Production)
· I also gained varied administrative experience while on a Working Holiday Visa in Australia in 2011 including working as an Administrative Assistant at XChanging Compensation & Benefits, Melbourne where I worked in a highly confidential role 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.
SKILLS
· Excellent PC skills-proficient in Microsoft Office, Digital Dictation, Keyhouse and EXPD8 case management systems but also very quick at learning new systems
· Excellent communication and interpersonal skills as a result of liaising with clients, colleagues and outside parties like Counsel and solicitors
· Excellent telephone manner
· 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, especially as a result of my various responsibilities in DCL.
· 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

________________________________________________________________
REFERENCES

References available on request

