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Skills Summary

· Management

· Excellent communicator

· Demonstrated capacity to simultaneously manage different projects
· Characterized by initiative, creativity and a high standard of quality

· Committed team player 
· Professional 

· Masters in Communications and Public Relations 

· Over 3 years experience in the legal field

· Certified translator from English to Romanian
· Technical

· Knowledgeable in SAP, PC Law, Terraview;
· Experienced with using Word, Excel, PowerPoint, Word Perfect, Internet
· Superb typing and telephone skills

Career History
Legal Assistant – Hughes, Dorsch, Garland, Coles LLP (August 2010-June 2011)
Legal Practices: 

· Corporate, Securities, Wills

Employment Responsibilities: 

· Preparing security documents for review by lawyer;

· Preparing correspondence to clients and government agencies;

· Docketing lawyer’s time entries;

Legal Assistant – Bereskin & Parr (November 2007 – August 2010)

Legal Practices: 

· Intellectual Property law (including the following areas: Patents; Trade-marks; Industrial Design; Copyright and Licensing agreements) 
Employment Responsibilities:

· Assisted in the preparation, filing and prosecution of patents

· Electronic filing in the USPTO

· Preparing and filing national phase entries in CIPO

· Preparing general correspondence

· Entering fees and disbursements in Legal Vision, and

· Ensuring that due dates are appropriately attended to
Legal Assistant – Piasetzki & Nenniger (November 2006 – November 2007)
Legal Practices:  

· Intellectual Property law (including the following areas: Patents; Trade-marks; Industrial Design; Copyright and Licensing agreements) 
Employment Responsibilities:  

· In charge of the maintenance of a deadlines calendar and ensuring due dates are appropriately attended to

· Accountable for preparing and filing annuity fees for patents; renewal fees for industrial design and trade-marks

· Assisted in the preparation, filing and prosecution of patents,  trade-marks, design and PCT applications

· Responsible for the preparation of general correspondences and the preparation and proofreading of accounts, and
Legal Assistant – Hamza Kisaka Law Office (April 2006 – November 2006)
Legal Practices:

· Residential Real Estate law
Employment Responsibilities:

· Prepared real estate legal documents for registration and legal purposes, such as the buyer’s and seller’s documents, statement of adjustment and other related documents

· Reviewed and discussed with the client the Agreement of Purchase and Sale, noting issues that might be present, resolving such issues under the lawyer’s supervision and upon client’s instructions

· Conducted real estate title searches

· Provided assistance to clients regarding mortgage documents related to the purchase of the residential homes

· Discussed with the client the necessity and value of getting home quality inspection

· Prepared cheques, going to the bank, dealing with clients and other lawyer’s offices, and
· Filing, typing, dictation and handling the phones.
Foreign Affairs Translator – SC Petromservice SA (June 2003 – July 2005)
Employment Responsibilities: 
· Executing the translations of the company’s technical, economic, juridical and financial contracts
· Accompanying foreign delegates and acting as a translator where required
· Taking part in the organization of the international and national exhibitions
· Maintained customer services tasks with foreign clients
Teacher of Literature (grades 9 to 12) – Benjamin High-school (2001-2004)

Employment Responsibilities:
· Preparing lesson plans

· Breaking the course material into basic parts to be presented and explained to students

· Simplifying complex materials so that that can be easily interpreted and understood by students

· Mentoring and guiding students about age specific issues
Education
IELTS Certification – (2009)
Ontario College of Teachers Certified 


- Qualifications: English, Physical Education, Family Studies (High-school)
Writing Course – University of Toronto (2008)
Law Clerk Diploma – Seneca College (2005-2007)
· Cross Cultural Communication – through a variety of activities and projects, I examined my own cultural background and its impact on communication styles.
· Introduction to Canada’s Legal System – topics covered the nature of the law, the legal system, the court system, the legal profession and legal ethics, the Canadian Constitution, the Charter of Rights, human rights legislation, and methods of analysis.
· Automated Law Office – was introduced to the law office environment and the office and organizational skills required of a law clerk.
Master’s Degree in Communication and Public Relations – 
National School of Political and Administrative Studies (2002-2005)
· The Management of Image Crises – become familiar with ways of dealing with specific image crisis through different case studies
· Public Relations – examined sociological and psychological trends found in familiar media settings by comparing common theories against public media.

· International Relations – analyzed and applied important economic and social processes found in different areas of the world to major paper on understanding cultural diversity.
Specialized Bachelor of Arts in Romanian-English – University Babes-Bolyai (1997-2001)

· Won 1st prize for the paperwork - “The Language of Everyday Poetry”- presented in the 7th edition of the Student Research Session, April 2001, section General Linguistic and Semiotics
Can-fit-pro Fitness Instructor Specialist

- ZUMBA instructor 

- YogaFit instructor 
Interests
· Sports and outdoors activities
· Reading and getting informed

· Traveling the world to understand other cultures and experiences

· Singing and Dancing because you always have to let loose a little
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