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Summary
Dedicated and dynamic legal professional with hands-on experience in casework management, legal research and support, and administration. Skilled in handling contentious proceedings and non-contentious matters, diligently maintaining knowledge of current case law, regulations, and legislation to ensure continuous corporate compliance. Demonstrated expertise in delivering guidance, identifying and addressing clients and business issues, conducting legal research, formulating legal reports, and drafting commercial contracts. Excellent interpersonal, customer service, and communication skills along with proven ability to develop and maintain strategic relationships.
Areas of Expertise
	· Legal Consultation & Advisory 
· Negotiation & Presentation  
· Client Relationship Management 
	· Quality Assurance & Control  
· Team Training & Leadership
· Problem Resolution 

	· Legal Research 
· Legal Documentation Preparation  
· Legal Administration 



Education
Solicitors Qualifying Exam (SQE) 
Barbri, Online – Present

LLM International Business Law
The University of Law, London, 2020

Bachelor of Arts in Law 
City, University of London, London, 2019

Career Experience
Thurrock Council                                                                                                                                                       April 2023 – Present 
Commercial and Residential Property Paralegal - April 2024 – Present
Managing my own workload whilst working alongside the Council’s Homeownership Team on Right to Buy matters and responding to enquiries before completing on these sales. This also involves me doing the following:

· Investigating titles and carrying out searches.
· Drafting Transfers and Leases.
· Drafting completion statements.
· Notice of Assignments/Charge.
· Certificates of Compliance.
· Letters of Postponement.
· Placing and removing charges from Titles on HMLR on behalf of the Adult Social Care and Services Department. 

Commercial Property Paralegal – Asset Disposal – April 2023 – Present 
Dealing with pre and post completion matters within the Council’s legal department on an asset disposal project for the commercial property team. 

· Investigating title documents on Land Registry. 
· Examining roots of title and associated documentation for unregistered land.
· Carrying out different searches
· Dealing with enquiries in relation to different searches and related agreements.
· Drafting reports on title.
· Drafting client letters.
· Conducting legal research for the property team. 
· Taking client instructions, opening and manging files on the Council’s Case Management System.
· Creating an up-to-date list of precedents through research and managing archives.
· Communicating with project members and clients to create an agenda for our fortnightly meetings.
· Taking notes and minutes down during meetings with clients.



National Car Parks (NCP)                                                                                                                       November 2022 – March 2023
Commercial Property Paralegal 
Working for one of the UK’s largest car park operators and dealing with short term licences to occupy. Working collaboratively with the commercial and site acquisitions team to help draft contracts and negotiate deals within agreed deadlines. 

· Acting as a key point of contact for the Commercial team, particularly surrounding short-term management agreements. 
· Assisting the Head of Legal and in-house Legal Counsel with providing legal and commercial advice and support to the business.
· Completing title checks and confirming ownership of land on HM Land Registry.
· Reviewing counterparties information on Companies House.
· Drafting and negotiating management agreements within agreed KPI times.
· Reviewing and approving contacts through the companies file management system.
· Dealing with contract terminations and variations.
· Keeping a library of completed agreements and title documents on the file management system.
· Providing training to colleagues surrounding commercial property contacts, general legal training and using the case management system effectively. 

Government Legal Department                                                                                                         February 2022 – November 2022
Paralegal/Executive Officer 
Managing my own casework within the Litigation department and Constitutional and Social Care Public Law Team. Maintaining a professional, responsive and courteous service with stakeholders and clients. Providing legal support to lawyers to help them build and maintain good relationships with clients. Playing an active role in legal awareness for clients by providing information on legal processes. Carrying out legal research and presenting the results to both layers and clients. Drafting advice letters for clients and case documents for the Court. 

· Handling my own Parole Board cases. 
· Taking client instructions.
· Reviewing case documents for disclosure, redacting or advising as appropriate and corresponding with opponents. 
· Ensuring Court and other deadlines are met by diarising key dates. 
· Liaising with clients and regularly providing them with case updates. 
· Being the go between when lawyers are busy and completing tasks on their behalf such as filing out court forms or reviewing case papers before being sent out. 
· Creating bundles for government litigation matters. 
· Assisting with obtaining counsel for proceedings. 
· Attending conferences and hearings either at court or tribunals to support counsel, lawyers and clients. 
· Drafting notes from meetings and proceedings. 
· Providing instructions for counsel.
· Monitoring multiple email inboxes
· Managing case filing systems.

HM & Co Solicitors, London	September 2020 – February 2022
Paralegal/Legal Assistant 
Liaise with clients to deal Family Law Cases and Conveyancing matters in compliance with client instructions. Manage all legal tasks within set time and budget frame. Draft legal and financial documents by collaborating with the court, council, housing associations, and banks. Investigate facts and laws of cases and searching public records and other resources to prepare cases and determine causes of action. 	Kept case management systems orderly and up to date to ensure smooth workflow. Completed compliance requests in relation to transactions. Arranged meetings and managing partners diaries. Provided administrative support to streamline workflow.
· Crafted weekly and monthly action plans for team to increase productivity and maintain KPIs.
· Formulating letters to aid in clients understanding of legal proceedings and updates on conveyancing matters, which has built client trust and satisfaction. 
· Being the first point of contact and taking on reception and front of house duties such as answering calls and directing them to the relevant departments. 
· Negotiating terms of agreement with clients 
· Ensuring compliance with with court orders are met 
· Escalating concerns and complaints onto management
· Preparing and filing Court Papers such as applications, bundles and witness statements 
Citizens Advice Bureau, London	March 2020 – September 2020
Gateway Assessor/ Legal Adviser
Provided legal advice to client’s issues related to housing, benefits, employment, and homelessness. Assisted clients in resolving debt concerns with suitable payment plans. Conducted legal analysis and researching legal matters to provide advice on legal matters. Formulated formalities regarding settlements of disputes. Assisted clients with completing forms and legal/financial documents.
· Shown outstanding negotiation skills when approaching third parties on behalf of clients.
· Developed long lasting relationships with third party organisations through litigation cases.
· Collaborated with members of the public and constructed letters of advice. 
· Led Action Fraud to assisted client’s victim of fraud and cybercrimes. 
· Liaised with Refuge Charity to help women and children that have been victims of domestic abuse. In doing this I was able to lead many clients to safety and freedom from domestic abuse. 
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