







Email alinazara28@outlook.com
Date of Birth 11.09.83




PERSONAL STATEMENT
I have 19 years of experience within the Legal field. I have worked on many complex and challenging files. I have also attended many Court hearings to represent clients. I have outstanding IT skills especially in Microsoft Office. I am multilingual, Urdu and Punjabi speaking. I also hold a full UK driving licence. 

QUALIFICATIONS
LLB Law (Hons)                                                                                                       2.1(hons)                                                                                                                               
                                                                                                                                                          
Legal Practice Course                                                                                            Pass                                                                                                              


EDUCATION
The College of Law                                                                                                 2005- 2006                                                                                                         
Legal Practice Course 

University of Ce-ntral England, Perry Barr, Birmingham 				2002- 2005
LLB Law 2.1 Hons 

Swanshurst Sixth Form Centre, Billesley						2000- 2002
AS Information Technology D, AS Sociology C, A-Level General Studies D
Key Skills Communication- Level 3

Swanshurst Secondary School, Billesley					        1995- 2000
9 G.C.S.E’S including English, Mathematics and French 


RELEVANT EXPERIENCE

1) Rashid and Co Solicitors, Aston- (Case worker/ Receptionist)                     2011-2025                                

· I worked as a case worker in Family Law and Crime. 
· File handler with my own individual case load of 100 files
· Assisted with reception desk when required 

 
 





2.  Jones Solicitors, Sparkhill, Legal secretary                                                                2006-2011



· Worked alongside Senior partner
· All aspects of administration work
· Liaising with clients


    
 OTHER EXPERIENCE
· Events Organiser for University of Central England
· Organised trips to London and France
· Mooting/debating competitions
· Campus events

HOBBIES
· Going to the cinema
· Reading
· Shopping 

.

REFEREES
Available on request. 























FAO- Mrs Hussain- Recruitment Manager
Duncan Lewis Solicitors
158 Edmund Street
Birmingham
B3 2HB




Dear Mrs Hussain. 

I wish to apply for the role of Family Law paralegal currently being advertised on your website. 

As you will note from my enclosed CV, I have over 19 years of experience working within the legal field. During this extensive period, I have worked on many complex cases including financial disputes, matrimonial matters, Injunctions and Children Act matters. I have attended hearings in both Family and High Court. I also frequently prepare documents to instruct Counsel and applications for Legal aid.

During my time at J.R jones solicitors, I helped set up a free legal advice service for victims of domestic violence which led to the firm gaining a significant number of new clients. I was thereafter given a promotion and salary increase as a result of my contribution to the firm.

I believe I am an excellent candidate for this role as I possess all the professional skills required and I am passionate about helping others.  Working for an esteemed firm such as Duncan Lewis would be a great privilege for me as I am aware that the Legal team is ranked within the top 10 in the country.

I am available to discuss this application at your convenience.

Thank you for taking the time to consider my application.

I look forward to hearing from you.


Yours faithfully,
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Consultancy Jobs

Report directly to Department Director

Professional pro-active approach, strong client care skills and a sensitive
and sympathetic understanding of clients’ needs

Assisting with casework including dealing with a range of Family matters
(LAA Funded and Private client work) as well as undertaking your own
advocacy

Attending clients, taking instructions and preparing cases
Dealing with correspondence
Preparing and managing funding applications to the Legal Aid Agency

Preparing draft documents including witness statements and processing
evidence

Attending conferences and court
Maintaining accurate time costing procedures

Implementing any recommendations made by your supervisor following
monthly file reviews ensuring that these are dealt with promptly

Ensuring compliance with file management.
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Key Skills Required:
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Key Skills Required:

« Demonstrate passion and legal experience in a broad range of Family Law
« Astrong academic background with a Law degree

« Clear understanding and application of Family Laws

« Business acumen and the ability to market the Company

« Excellent communications skills to work effectively with all types of people

-

« Excellent analytical and organisational skills and ability to use own initiative
but know when to seek guidance
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« Committed team player, self -motivated and professional

« Excellent IT Skills -familiar with Microsoft Office applications and document
management skills

What we offer

« Competitive salary

« Afantastic supportive team
v
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