Tarek H. Jaafar

Legal Assistant

Lebanon, Beirut | P: +961 71994434| Tarekhjaafar@yahoo.co.uk


EXPERIENCE	


Hachem and Khalaf Law Firms  – Lebanon, Beirut
Legal Assistant									              Aug 2019 – Present

1. Reported directly to three lawyers and aid them with their responsibilities.
2. Accomplished multitudinous responsibilities varying from research, drafting legal briefings, emails, agreements, and all types of contracts.
3. Performed research and analysis of regulations, laws, and legal articles to support the case study.
4. Assisted attorneys in meetings with clients and took minutes of each case to facilitate the study afterward.
5. Managed case tracking, document registration as well as maintaining all case records up to date in office, courts, and other administrative institutions while monitoring deadlines.
6. Conducted problem-solving efficiently to challenges we face during the case study in a short period while achieving high accuracy when accomplishing a task.
7. Provided bilingual assistance and case management to attorneys.
8. Handled preparation of company’s meetings minutes.

Lebanese Gulf Bank – Lebanon, Beirut
Banking Internship                                                                                                                     July 2019 – Aug 2019

1.  Contributed to office administration tasks.
2.  Oversaw operators with their day-to-day jobs.
3.  Acquired banking system principles and its functionality.

Afif Osseiran Foundation – Lebanon, Beirut
Legal Counsel Internship – Human Rights                                                                                 Jan 2019 – Jun 2019

1.	Developed and prepared case files, legal research and legal drafting.
2.	Addressed verbal and written communication with juveniles during visits to detention centers.
3.	Led teams of 5 to 10 individuals to solve legal cases and problems.
4.  Attended court proceedings to assist attorneys in case solving.
5.	Influenced in amelioration of juvenile’s laws to protect and support them in their sociological and legal problems.
6.	Achieved a great overall grade in this internship which assisted in degree attainment.

Jaafar Law Firm – Lebanon, Beirut
Legal Assistant Summer Internship                                                                                              2016 – 2017 – 2018

1.	Executed legal research to assist attorneys in legal drafting and case study.
2.	Conducted organization of office materials, court documents in high level of noted attention to detail. In addition, provided administrative support to attorneys.
3.	Performed computerized data entry for archived case data and fulfill computer-based writing on Microsoft Office and Apple’s iWork suite.
4.	Administered and handled phone calls and managed attorney’s schedules organization. 

EDUCATION	


I- LA SAGESSE UNIVERSITY – Lebanon, Beirut                                                                             June 2019
Bachelor of Law (L.L.B.)

II- INTERNATIONAL COLLEGE – Lebanon, Beirut                                                                       June 2014
Lebanese Baccalaureate in Economics and Sociology


ADDITIONAL	


1- Technical: Proficient in Microsoft Office, Analytical and Logical Reasoning, Time Management, Attention to Detail, Knowledge of Law and Legal Procedure, Technology Skills, Legal Terminology,Ability to Work Under Pressure, Attention to Detail, Oral and Written Communication, Client Service.
2- Languages: Arabic (Native), English (Professional Working Proficiency). French (Professional Working Proficiency).
3- Certifications :
a- Certificate de participation, au séminaire des doctorants de l'école doctorale de droit du moyen-orient- 2017 
b- Certificat de participation, au séminaire sur le thème de la "Décentralisation Administrative Élargie"- 2018
4- Volunteer Experience:
Road Safety (Project) - Kun Hadi - 2011/2012 / First Aid (Project) - Lebanese Red Cross - 2011/2012 / Orphans (Project) - Dar Al Aytam - 2011/2012 / Plastic Bottles Recycling (Project) - Beirut Marathon - 2011 / Volunteer Work - Ajialouna - 2012/2013 / Volunteer Work - Lebanese Red Cross - 2013/2014
