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Lawyer

Admission to Role of Solicitors 2005

B.A (Public & Social Policy) HONS
LL.B (Bachelor of Laws) HONS.

Profile 

Hard-working and well organised professional with excellent communication and interpersonal skills. Career exposure gained in the academic, public and private sector. Demonstrated skills in liaising with students, academic support services and university services. Proven experience in team situations which has strengthened my interpersonal and communication skills. Recognised for interpersonal skills in dealing with both current and prospective employees as well as visiting academic staff. I am versatile, resourceful and professional in my approach to work and look forward to fresh opportunities and challenges where I can use the skills I have to offer. 

Professional Strengths:

· Analytically minded, assertive, flexible lateral thinker, who can work independently or in a team environment, detail-orientated, accurate and reliable.

· Success in a multidiscipline environment, evaluating business requirements, and implementing and managing new project solutions, including processes and roll out to end users.

· Results driven and deadline capable without jeopardising standard of work.

· Team-orientated professional with excellent communication skills who establishes and builds rapport easily resulting in positive internal / external client relations at all levels.

· Recognised for integrity, and eagerness to learn new skills and assume additional responsibilities.

· Self-motivated, working productively with no / minimal supervision.

· Highly consultative style, innovative approach and passion for driving results through people

· Particular strengths in the successful implementation an management of operational HR and Payroll Systems

Key Skill Areas:

Recruitment:

· Developed job descriptions and advertising, engaged recruitment agencies to source candidates.

· Coached line managers in interview techniques and assisted in the interview and selection process.

· Conducted Psychological Testing of candidates to assist in the selection process and reported results to management.

· Drafted employment contracts with varying terms and conditions and incentives where applicable, including negotiating remuneration and benefits packages.

Policies and Procedures:

· Extensive experience in writing policies and procedures, including Human Resource Employee Manuals.

HR Management:

· Excellent relationship management skills with the ability to influence the senior  management team to embrace all HR best practices and develop strategic partnering, driving corporate culture to be open, innovative, performance orientated and aligned to business strategies.

Industrial Relations:

· Negotiation of Enterprise Bargaining Agreements with Unions including Industrial Relations Commission Hearings (worked extensively alongside SIPTU in Ireland – Services, Industrial Professional, Technical Union)

· Extensive award and legal knowledge and interpretation.

· Successfully represented various organizations in legal proceedings relating to Unfair dismissal cases and redundancy settlements.

Employee Relations:

· Skilled at dispute resolution involving employee/employers.

· Counseling staff on performance related matters

· Settlement negotiations

Mergers and Acquisitions:

· Strong experience in merging different cultures, remuneration and benefits and HR Systems

· Involved in change management – settling staff disputes and problem solving in situations where staff werwe experiencing difficulties with their new roles or were not adjusting to the new culture of the organization.

Strategy:

· Skilled at developing organizational strategies to deal with business issues and providing innovative and pragmatic solutions to maximize organizational effectiveness

Training and Development:

· Practiced in writing and facilitating company inductions, human resources policy rollouts and training staff in payroll processes.

· Management of training and development programs.

International Experience:

· Relocation of Professors and Lecturers from predominantly America and Australia to Dublin, Ireland.

· Immigration Visas.

Customer Service:
· Strong customer service approach to HR.

· Ability to communicate effectively with all levels of management and staff.

· Ability to empathise with all parties involved in dispute / decision making.

· Delivery of timely and accurate management reports and other information as required.

Professional Background 

Rubicor – Tailored Recruitment Specialist

November 2008 – Present -  Account Manager, Specialist Legal Professional Consultant

· I manage and maintain a portfolio of private practice clients including top-tier, mid-tier and boutique law firms both domestically and internationally

· Account management – building and maintaining client relationships

· Sourcing candidates – head hunting, cold calling and advertising

· Candidate interviews – interviewing and representing lawyers for potential roles

· Ad writing and drafting –drafting and placing adverts on Seek, Career One, My Career including other advertising mediums

· Market research – due diligence on law firms, researching market trends

· Consultant presentations – presenting both in-house and at seminars for young lawyers

· Presenting to work colleagues PSA agreement presentations as presented by me to certain clients

· Daily phone screening and concise behavioural questioning whilst interviewing candidates from both the support to the legal professional side

· Present to many Law firms seminars on topics ranging from candidate retention to the current national and international legal market

· Identify and develop new business opportunities for the agency

· Conduct sales and business development presentations to increase brand awareness

· Develop and improve business and full end-to-end recruitment processes for temporary, permanent and bulk recruitment

· Trained and coached consultants in product knowledge, and consulting and sales skills through weekly training sessions

Legal Personnel Pty Ltd. Recruitment Agency

May 2008-November 2008:  Senior Legal Recruitment Consultant

· Assisted internal needs at legal specialist firms 

· Complete cycle of recruitment providing excellence in service to both client and candidate 

· Generating and sourcing exceptional legal talent to match the internal needs of clients 

· Taking charge of developing new client relations, rapport building and establishing further growth potentials

· Continually maintained a strong alliance with both clients and candidates

· Focused on new business development, candidate generation and database management

· Possessed strong negotiation and time management skills and had the ability to build rapport with key stakeholders at all levels 

· Provided market knowledge and advice to employers 

· Sourced suitable candidates via networking, advertising and referrals  

· Maintained candidate networks 

· Provided resume, interview and career advice to candidates 

· Interviewed candidates on a general basis and for specific roles 

· Managed the job offer process and negotiated salary packages 

· Maintained market and commercial awareness through research and networking 

· Worked as part of a team to maximise Legal Personnel’s commercial performance 

· Developed and managed ongoing client relationships - both over the phone and face to face 

· Organised and attended regular client entertainment events – including sporting events and seminars with guest speakers

· Created pitches fro top, mid and boutique law firms in order to win PSA (Preferred Supplier Agreements)

Achievements:

· Consistently billed $25,000 plus per month

· Project managed and business developed the launch of a new brand for the agency www.legalpersonnel.com.au 

· Developed business from existing and new clients right through to sales completion and winning PSAs

Leighton Contactors Pty. Ltd.

September 2007 - May 2008: HRIS Project ‘MAPS’ Team Leader - HR Data Analyst/HR Advisor 

· Collation, in-depth analysis, configuration of all data for LCPL employees nationwide

· Assisting in the research, development and implementation of Leighton Contractors new HR software package

· Analysis of high volumes of data, whilst directing my team on what course of actions to take and prioritise

· Collating, recording and amending Leighton Contractors overall personnel data (over 6,000 employees)

· Preparation of high levels and complex responses to correspondence from the various LCPL Business Units nationwide

· Liaising with internal organisations including HWE Mining, Broad Construction, Northern & Western Construction

· Mentoring members of staff by providing accurate systems advice and problem solving

· Promoted and implemented best practice in records / data management

· Coordination throughout the implementation of the roll out for the MAPS HRIS project

· Problem solving and involvement with training aspects of the software to all Business Units of Leighton’s

· Preparation of documents to be included in Corporate training materials

· Onsite training of the software to all HR staff

· Extensive examination and problem solving of complex Discrepancy Reports (up to 300-500 employees)

· Worked extensively with Pay Roll personnel within the HR department to ensure data exported from ALESCO to MAPS ran as smoothly as possible with minimum discrepancies.

Achievements:

· Successfully facilitating the implementation of MAPS within all Business Units across LCPL

· Provision of high quality reports, submissions and briefings to contentious issues

· Management of multiple and conflicting priorities in a time critical working environment

· Undertaking research at short notice to provide technically accurate information

Department of Industry and Resources (DoIR), Government of Western Australia, Perth

June 2007 – September 2007: Human Resources Officer
· Assisted with all aspects of the recruitment, selection and appointment process from when a vacancy was advertised through to the appointment and induction of a successful applicant.

· Maintained up-to-date records regarding the status of applicants and the progress of active recruitment competitions, this include both electronic records held on a dedicated JAMS and JMS data system, and other related documentation generated during the selection process.

· Drafted and web service managed DoIR’s Graduate Recruitment Program (available online for all recruits) which offered advice on all aspects of the GRP.

· Gained extensive knowledge and proficient knowlwdge of JAMS (Job Application Manager) and JMS (Jobs Manager System) HR databases.

April 2007 – June 2007: International Travel (South East Asia)

University College Dublin, Ireland 

April 2006 - April 2007: Human Resources Advisor / HR-IR Department 

· Managing all aspects of the Recruitment Process for all University Staff along with Professors and Senior Management from advertising to commencement of employment 

· Providing high level administration support to the HR Manager and Senior HR Officer 

· Arranging and attending meetings in order to select interview panels 

· Managing the organisation of Short-listing meetings and attending short-listing meetings 

· Act on interview panels for predominantly non academic staff 

· Monitoring all administrative activities of the recruitment process to ensure that the process is both service focused and administratively efficient 

· Identifying and implementing changes in the process where necessary to improve the efficiency and effectiveness of the process 

· Manage the collection of references for candidates 

· Proactively advise a wide variety of internal stakeholders across all levels in the University on HR issues from Recruitment queries to contractual issues to legislative issues 

· Production of Professional documentation, reports and presentations through the effective use of Word, Power Point and any other relevant software packages 

· Collation, Co-ordination and formatting of information required from reports in advance of meetings and report deadlines 

· Advertising/liaising and meeting tight deadlines with National papers. 

· Developing and negotiating Collective Workplace Agreements and Individual contracts of employment including Interim Transitional Employment Agreements 

· Providing concise advice and knowledge to all employees with regards to changes in awards and wage rates 

· Arbitrated in Industrial Relations Tribunals around the country in Unfair Dismissal Applications, Underpayment of Wages claims or industrial disputes 

· Represented employees with Sexual Harassment and Discrimination Claims 

· Drafted and assisted in the implementation of a wide range of Company Personnel Policies and Procedures 

A.C. Forde & Company, Solicitors, Dublin, Ireland (General Practice Firm)

April 2005 – April 2006:  Junior Solicitor

Key Functions:

· Management/Handling of Conveyancing, Debt Recovery and Probate files.

· Provision of legal advice to clients in relation to mortgage documentation.

· Preparation of Mortgage documentation as panel solicitor for leading banking institution.

· Assisting Principal of firm with the management of certain files including but not limited

to Family Law, Criminal Law, Commercial Litigation, Intellectual Property and General

Litigation.

· Drafting of correspondence and Court documentation.

· Interviewing clients, taking instructions

· Handling of client inquiries and complaints

· Liaising with Legal Counsel and other members of the legal profession

· Liaising with mortgagees and panel solicitors in relation to Conveyancing matters

· Undertaking Legal Research

· Assisting in the management of trust accounts, cash handling, processing of credit card

payments and banking

· Utilised exceptional administration, organisational and negotiating skills to co-ordinate the communications, correspondence and diary of the Principal and the Firms partners. 

· Prepared Briefs for Counsel, liaised with Junior Counsel and Senior Counsel at the Four Courts 

· Attended Summary hearings with Counsel and met with clients 

· Attended on a regular basis Arbitration meetings. 

· Drafted and reviewed originating process, response to statutory demands.

· Drafted and reviewed Affidavits, Defense to Statement of Claim, Cross Claim.

· Briefed Barristers and appeared with Barristers in Supreme Court sittings.

· Negotiated settlement terms, advised client’s and reported to clients.

Thomas J. O’Halloran, Solicitor, Tralee, Co. Kerry, Ireland 

June 2004 – September 2004: Summer Intern 

Key Functions:

· Liaising with Legal Counsel and other members of the legal profession

· Dictaphone typing

· Attendance at the Office of State Revenue, Land Titles Office 

and various Court registries to file documentation

· Assisting with Workers Compensation, Personal Injury,

Conveyancing and litigation files

· General office responsibilities as well as accompanying Mr O’Halloran to court to observe proceedings. 

· General legal office duties including answering of telephone calls, collection of mail and

banking

Lites Marketing Group, Dublin, Ireland 

Beamish & Crawford, Dublin, Ireland

CPM Marketing & Research Group, Dublin, Ireland (incorporating Vodafone, O2, Meteor and 3 Network)

June 1997 – March 2007: Promotions 

· Promoted products ranging from alcoholic beverages (Guinness, Budweiser, Heineken), soft drinks (Coca-Cola, Pepsi, Fanta) and food products (Häagen Dazs) 

· Carried out customer research and 'Mystery Shopping' in various National phone stores (Vodafone, O2, Meteor & 3) 

· Conducted door-to-door interviews, Street surveys, product testing throughout Ireland. 

· Presentations to account managers along with detailed research analysis portfolios

Education and Training 

2008 MRCSA (Active Member of the Recruitment and Consulting Services Association)

2007 Interview Techniques 5-day Workshop, Employee Dispute Resolution and Mediation 5-day Workshop

UCD, Ireland

2005 Law Society of Ireland, Dublin




Admitted as practicing Solicitor and issued with First Class practicing Certificate

2003-2005 National University of Ireland, Galway 

LL.B (Batchelor of Laws) (2.2 Grade 1 Hons) 

2000-2003 National University of Ireland, Galway 

B.A. (Public & Social Policy) (2.2 Grade 1 Hons) 

1999-2000 Cork College of Commerce, Ireland 

Public Relations and Advertising (Distinction) 

2000 National University of Ireland, Galway

Certificate in Microsoft Office Software

1993-1999 St John’s Secondary School, Tralee, Co. Kerry 

Leaving Certificate (6 HONS 1 PASS-500/600 points) 



Personal Interests 

· Sport:
Tennis, swimming, aerobics and skiing. Enjoy team sports.

· Travel:
Travelled to North Africa, Asia, throughout Europe and United States.

References 

Available on request 
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