COVER LETTER

To

HR Department 

Sub: Job Application Letter

Dear Sir/Madam,

I have a Bachelor degree in Arts & Law and also Master degree in Business Administration (MBA - HR) and I have practiced in the Madras High Court & other Courts for nearly 5 years from 2007 to 2011. During my time in practice I was handling litigation with respect to SARFESI, Money recovery, family matter, Labour act, Workmen Compensation Act, Writ Petition, Contempt Petition & Criminal matter. Also interacted with clients on their needs and advised accordingly. Further dealt with drafting of Plaints, applications and necessary case papers, done due diligence upon scrutiny of documents and provided Legal Opinion.

In 2011, I have moved into a corporate sector and working as a Manager – Legal in Real Estate Sector, Puravankara Limited and I have learned valuable skills that appear relevant to the position desired by your company.

In my position as Manager - Legal, I have achieved an exponential growth in the field.

I have learned that I enjoy working in this field and that I can prove to be a valuable asset with my present skill set. I enjoy working with like-minded people, and I am a team player. 

Thank you for your time and for considering me as a candidate. I have mentioned my contact number and email id in my resume.

Yours sincerely,

Meena G

Mob No: 9840067984 

  Curriculum Vitae

  MEENA G

    Mobile: 9840067984
    E-mail: meenaganapathy20@gmail.com/
                 meenag2007@yahoo.co.in
Career Objective

Looking for a challenging position as Legal Professional acknowledge for Capacity to put forth continuous efforts, hard work, and knowledge sharing. Through which, I believe that anything can be achieved. I aspire to follow these values and work for an organization that recognizes the potential within me and allows me to put it into practice for handling the legal aspects of business operations.

Career Achievement

· Update with all latest amendment, regulation, Government Order/circular with respect to running of the Organization.

· Punctual, with high regard to deadlines of an Assignment.

· Adapt easily to new responsibilities and concepts

· Work as a team member and also independently

· High-pressure atmosphere, function well in fast-paced

· Ability to take the right decision at the right time

· Ability to handle stressful situations with ease and direct the team members confidently
· Ability to deal with people for closing deals, willingness to learn new things.
Career Summary

A result oriented professional with 13 years of experience in litigation & Corporate Sector: Practiced in High court, DRT, DRAT, Labour Courts & other Courts. Provided Legal Opinion upon Scrutiny of documents, drafted deeds and documents. Handled Registration process in Sub-Registrar Offices.
Career history

· Advocate – Madras High Court 
· From March 2007 Till August 2011

· Manager – Legal in Puravankara Limited
· From Aug 2011 Till Date
Roles and Responsibilities 

Litigation

· Appeared and represented before the High Court, City Civil Court, District Courts, Debts Recovery Tribunal, Consumer Forum & Arbitration on behalf of the clients.

· Drafting all type of deeds and documents, suits, Applications, Petitions & Appeals.

· Interact with customer face to face and understood their problem & prepared the affidavit, petition seeking necessary relief.

· Provided legal opinion upon verification of title by scrutiny of documents. 

· Create Case file and maintain the documents and necessary papers.

· Individually take decision on the relief to be sought in court by understanding the problem of the client.

· Prepare legal notice and respond to the legal notice received by the client.

· Obtained order in the High Court against the lower court order.

· Filed case against Section 13(2) & 13(4) Notice issued Under SARFAESI Act.
Corporate (Documentation)

· Review, drafting and ensure standardization of legal documents such as Agreements, Sale Deed, Conveyance documents, lease deed, Mortgage deed, Discharge deed etc.
· Preparation of documents in relation to facilities management agreement, property management agreements, development agreement, assignment deed/agreements, MOU, LOI and other related document as per the requirement of the management of the Company.
· Providing legal opinion upon scrutiny of documents.
· Highlight legal issues involved in structuring of land / property acquisition and relevant development regulations.
· Appear before the Arbitration, Courts on behalf of the Company and provide necessary documents as and when required.
· Work towards the solution for the grievance of the customer in order to avoid litigation against the Company.
· Issue notices to the customers in order to recover money due to the company.
· Maintain all case papers / bundles, records, Customer files etc for easy reference and follow up with advocate for closure of the case.
· Finalization of the Written Version/statement, Counters, Affidavit & Petition to be filed in the Court.
· Interact with the Customer over telephone or face to face discussion to solve the query.
· Co-ordinate and provided necessary support and documents to the liasioning consultant towards all statutory compliance.

· Provide advice to the company on legal aspect and as well as other teams to solve the customer issue by protecting the company interest.

· Submit the litigation report periodically to the Management and update on the activity to be taken place.
Scholastics

· 2010- MBA (HR) - Bharathiyar University- Coimbatore
· 2006- B.A., B.L., - Dr. Ambedkar Govt Law College – Tamilnadu Dr. Ambedkar Law University

· 2001- Class XII - Vijayantha Matriculation HSS

· 1999- Class X - Vijayantha SSS, CBSE Board

Other Credentials

· 2000- Typing (Lower) - Siva Institute, Chennai

Software Proficiency 

· Microsoft Windows 95/98/2000/XP/Vista & Office XP

· Open office, MS Access

· Certificate of Proficiency from SRM System and Software Limited – May 2003


Languages Proficiency 

English
  :
Read, Write and Speak    

Tamil  
  :
Read, write and Speak

Personal Details

Date of Birth


:       20-Jun-1984
Nationality


:        Indian



Gender


:        Female

Marital Status


:
Married

Husband's Name

: 
S Sendilladiban
Permanent address

: 
No. 34, Ganesh Nagar, Main Road, Thirumullaivoyal, 

Chennai – 600 062, Tamil Nadu, India. 

I hereby declare that the particulars given above are true and correct to the best of my knowledge and belief.









     Meena G
* Reference up on request.
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