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Personal Statement
As a highly  motivated, result orientated and multifaceted legal/administrative personnel who has worked in diverse sectors of the economy, I have a proven track record of providing exemplary levels of legal advisory, support and administrative services to a broad range of high profile individuals, executives, partners and organisations. As a graduate of Law and Human Resource Management, I have undertaken several internships and job roles with leading corporate firms, organisations and government parastatals all of which have enabled me to develop not only specific legal and administrative experience but valuable and transferable skill set in these fast paced sectors. Helping and motivating others to achieve and fulfil their potential, being enthusiastically motivated, self-oriented, disciplined, adaptable and engaging in challenges are some of my major attributes.
Employment History
Strategicbus Management Ltd
April 2013-January 2016
67 Reeves Road 
Derby
United Kingdom.
Company Secretary/Human Resource Consultant
Assisted in offering secretarial services to the company
Assisted in drafting and reviewing legal and non-legal documents
Research and prepared lecture notes for training programmes

Heights Access Nigeria Ltd (Construction/Engineering Servicing - Equipment Solutions) – Contract Job
Sept 2012-Dec 2012
3rd Floor NCWS Building
Plot PC14B Ahmed Onibudo Street
Victoria Island
Lagos.
Human Resources/Process Quality Manager
Drew up and implemented Quality procedures in accordance with statutory, customer requirements, and ISO 9001:2008 for the entire operations of the company.
Drew up policies, procedures and enforced implementation in all the units of the company
Identified foreseeable risks and created control measures to prevent/minimise such risk.                             
Ensured clients were provided quality service and got feedback from them
Conducted non-financial internal audit within the entire organisation
Liased with external auditors to conduct pre-assessment & final audits on the company
Verified and authenticated/approved company documents before they were sent out
Drafted Legal and non-legal letters for the company
Represented the company at meetings.
Identified vacancies & conducted Interviews for job applicants to fill in available vacancies
Recommended personnel for trainings and check effectiveness of such training
Consistently drew up HR policies and procedures for the organisation
Conducted appraisals and set KPI’S for each personnel
Assisted in Oversee the entire HR operations of the company
Performed other Administrative duties assigned to me
 
ÆLEX Legal Practitioners & Arbitrators (Law Firm)
March 2010- August 2012	
7th Floor Marble House
1 Kingsway Road Ikoyi
Lagos.
Professional Legal Assistant
Provide professional and administrative assistance to the Managing Partner & 
Acted as an interface between International/Local clients and the firm via telephone, emails, letters and at meetings.
Assisted in offering legal and ADR services to clients
Assisted in drafting and verification of legal and non-legal documents
Assisted in providing legal opinion and advice to international and local clients
Drafted resolutions and took down minutes at meetings
Assisted in the hosting of events, lectures, workshops, trainings, seminars and road shows.
Assisted in reviewing Case files, Apportioned cases to team members and prepared reports, 
Followed up on implementation of Orders.
Purchased air tickets, booked and reserved hotels home and abroad for members of the firm

Procomtel Limited (Telecom Infrastructure & Oil & Gas)
October 2008-March 2010
No 15 Idejo Street,
Victoria Island
Lagos.
Group PA/Legal Adviser
Managed the Chairman and Directors offices/ itinerary
Offered legal and non-legal advice to the company
Liaised with contractors and subcontractors in effectively executing jobs assigned to them
Assisted in resolving disputes between the company and its contractors via negotiation and mediation
Oversee the Human Resources and Administrative functions of the company
Drafted contractual and non-contractual letters for the company and filed company documents.
Prepared prequalification and tenders for telecommunication bids from NCC and major operators
Corresponded with external counsel on legal matters bothering the company
Carried out compliance and regulatory functions within the company and with regulatory bodies
Follow up of payments to the company and payments to contractors
Attended meetings for and on behalf of the company
Assisted in conducting due diligence on sister companies.

DWC Drilling Nigeria Ltd. (Oil & Gas Servicing)
Plot 1676 Oladele Olashore Street
Off Sanusi Fafunwa
Victoria Island
Lagos.
July 2007 to July 2008
Head of Legal/Contracts
Managed the affairs of the Legal department
Liaised and briefed external counsel on pending litigation and legal matters bothering the company
Provided legal advice to the management of the company
Assisted in drafting contractual agreements and non-legal letters for the company
Prepared prequalification and assisted in preparing technical tenders for oil bids in major oil operating companies
Followed up on activities and reports on contractors and subcontractors
Prepared reports on onshore drilling activities and situation of rigs.
Registered company with petroleum and other regulatory agencies and procured licences/permits
Filed incorporation documents with Corporate Affairs Commission
Assisted in alternatively resolving disputes between contractors and management of company
Offered other administrative and company secretarial duties within the company.

Negotiation and Conflict Management Group (Legal/Paralegal)
Lagos Multidoor Courthouse
Lagos State High Court, Igbosere, Lagos
August 2006 – November 2006
Project Management Officer
Assisted in the hosting of events, workshops, conferences, trainings and seminars in discussing prevalent societal issues and ADR.
Liaised with appropriate authorities in ensuring the welfare and security of vulnerable and injured parties 
Assisted in preparing case files and proffered suitable ADR methods for resolving disputes
Followed up with appropriate counsellors, mediators, arbitrators in adjudicating over disputes 

Ijebu Ode Local Govt. Council (Legislature/Public Service)
Ijebu Ode, Ogun State
Sept 2004 to August 2005
NYSC
Legal Assistant to the Legislative House
Duties:
Assisted Councillors in drafting legal letters
Conducted Research and discussed societal issues affecting the council area
Proffered solutions to societal, council and individual issues
Assisted the Local Government in providing adequate infrastructures and resources for members of the community

Amgold Nig. Limited (Trading/Import Company)
Princes Court Suite 1B, Ahmed Onibudo Street
VI. Lagos
January 2004 – August 2004
Marketing    Executive
Duties:
Marketed the organizations products 
Liaised with banks, Hotels and other organizations in purchasing goods from the company
Secured contracts to supply customers
Prepared reports on customers, complaints and monthly sales
Carried out administrative duties within the office

Augustine Alegeh & Co. (Law Firm)
16 Amore Street, off Toyin Street, Ikeja, Lagos
January 2003 – June 2003
Student Legal Assistant
Duties: Assisted in reporting of cases, documentation, typing of legal letters and arrangement of case files.

Professional Qualification: Professional Negotiator & Mediator (PNM) July 2007
Associate Chartered Institute of Arbitrators (ACI.Arb) Aug 2007
Institute of Chartered Secretaries   & Administrators UK (Ongoing)
Educational Qualifications:
Barrister at Law- BL-2006 – 2007 
Nigerian Law School, Lagos Campus
Advanced Diploma in Human Resource Management 2004 – 2005
University of Lagos (Part Time)
Bachelor of Law – LLB 1997 – 2003 
University of Benin (Full Time)
Senior Secondary Certificate of Education – SSCE 1990 – 1996  
Nigerian Navy Sec. School, Ojo Lagos 
Primary School Leaving Certificate – PSLC 1984 – 1989 
Command Children School, Bonny Camp VI Lagos
2003- PROJECT TOPIC: USES AND ABUSES OF INJUCTION IN OUR JUDICIAL SYSTEM
Courses/Seminars and Trainings Attended:
July 1st-5th 2013: Lead Auditors Course on QMS ISO 9001:2008 (Bywater LTD UK)
April 22nd-26th 2013: Lead Auditors Course Intro on QMS ISO 9001:2008 (Bywater LTD UK)
Aug 24th-25th 2012: Internal Auditors Course on QMS ISO 9001:2008 (Nigeria)
July 12th-14th 2007: Professional Foundation Course on Alternative Dispute Resolution 3
Aug 15th – 16th 2006: Mediation Certification Program
April 7th – 8th 2006: Professional Foundational Course on Alternative Dispute Resolution
March 2nd 2005: Job Advisory Seminar/Counselling
April- June 2004: Training in information technology by MBM computer school
Nov 2007-Date Institute of Chartered Secretaries& Administrators UK

Personal Profile: Personal drive, self-oriented and disciplined, enthusiastically motivated, ready to learn new things, love challenges and team working.
Personal/IT Skills: Research and report writing skills, Microsoft word, excel, access, power point, outlook, vista, internet browsing ,emails, personality development, listening and negotiating skills, problem solving, communication, persuasive, good planning, organisation and managing of information
Hobbies: Socializing with people, teaching, cooking, baking, swimming, basketball, volleyball, lawn tennis, table tennis, travelling, singing, listening to music and counselling.
Goals & Objectives: To be one of the best players in the Service industry and in any Corporate Environment I find myself in and also, to be able to provide quality services to the growing needs and demands of numerous clients. 
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1. Mr Patrice Unogu
[bookmark: _GoBack]Managing Director
Global Lifting Services
Trans Amadi, Portharcourt
Rivers State
07034174728

2. Mrs Olayinka Ajayi
Executive Director
Zenith Pensions
Civic Towers 4th Floor
Ozumba Mbadiwe Street
Victoria Island 
Lagos.
08023050538

3. Engr. Asuquo Iya
Boaz Integrated Energy & Allied Services
Lekki Lagos
08061366131





