


Very Good

Case management

Very Good

Document preparation

Very Good

Legal compliance

Very Good

Legal/Court Processes

Excellent

Client service and support

Very Good

r
(]

(e}
Q
=

(]

S
a

Very Good

Court trial attendance

Legal documentation

Very Good

Appointment Scheduling

Excellent

Contract Review

Very Good

Document filing

Very Good

Electronic filing system

organization
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Very Good

Proficient in MS Office

Very Good
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Executive Secretary
BPE BIOTREE INDIA Pvt. Ltd

* Answered high volume of phone calls and email
inquiries.

* Updated spreadsheets and created presentations to
support executives and boost team productivity.

e Drafting reports, proposal and memos.

« Worked alongside atforneys, administrative assistants
on complex cases and legal processes.

* Calendar management, Expense Management
presentations to support executives and boost team
productivity.

Executive Secretary

Law Firm - .Gopalakrishna , Bengaluru, Karnataka

* Updated spreadsheets and created presentations to
support executives and boost team productivity.

* Responded to emails and other correspondence to
facilitate communication and enhance business
processes.

* Answered high volume of phone calls and email
inquiries.

« Transcribed phone messages and relayed to
appropriate personnel.

* Scheduled appointments, court appearances and
depositions for busy law firm.

EDUCATION

Bachelor of Commerce - B.com

Seshadripuram Degree College - Bangalore, Karnataka

Bachelor of Law - LLB
St.Joseph College of Law - Residency Road, Bangalore



Excellent

Microsoft Execl

Very Good

Very Good

Very Good

Languages

English

Excellent

Malayalam

Accomplishments

« Promoted to Legal Assistant after 12 months of
administrative assistant work.Facilitated the firm's
smooth fransition fo a paperless system.

+ Used Microsoft Excel to develop inventory tracking
spreadsheets.

Hobbies

Dancing, Singing, Reading Books and Travelling



