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	FONG HONG MEI (Alias: Astrid)

Malaysian and Singapore Permanent Resident (SPR)
	(  Blk 282A Sengkang East Avenue

#07-593

Singapore 541282



	
	Qualified lawyer in Malaysia, with about 4 years’ PQE. Past experience including corporate and commercial legal works in private practice and in-house in Singapore and Malaysia.
	(  (+65) 8449 2558


	
	
	(  fonghongmei@gmail.com  


 
  31st May 2013 


Advocate & Solicitor, High Court of Malaya 


Feb 2017 to 2019 (estimated) 
University of London 
Master of Laws (LL.M) (specialization in Commercial and Corporate Law)
*Note: This is an on-going part time course

June 2008 to July 2012 

University of Malaya, Kuala Lumpur, Malaysia 

Bachelor of Laws (LL.B) (Hons), 2nd Class Upper
May 2006 to December 2007
Malacca High School, Malacca, Malaysia
Pre-U : STPM (“A” Level equivalent)

March 2015 to September 2016
Integrated Health Information Systems Pte Ltd (Singapore) 

(Designation: Legal Counsel)
General Legal Support

· perform a wide variety of legal support by overseeing all legal issue in the company 

· provide responsive, sound, coherent and strategic legal advice on legal, regulatory and contractual issues 
· responsible for the effective and efficient management of all legal matters in the organization

Contract Drafting

· work closely with various stakeholders in reviewing, drafting, vetting and negotiating of a wide range of contracts (eg. sales contracts, consultancy agreements, NDAs and other corporate commercial contracts), letters and legal documents 

· provide drafting suggestions and recommendations to improve the clarity of the contracts and to meet to the objectives of the projects
· identify clauses that may cause the company to be exposed to unnecessary risk or detrimental to the company and draw to the business team’s attention

· advising the business team on the company’s rights and obligation pertaining to the contracts

· prepare contracts for internal review and approval and ensure compliance with group policies as well as applicable laws or regulations

· ensuring final execution of approved agreements
· review and prepare RFP/RFQ documents and vendors’ statement of compliance to the RFP legal terms and conditions
Compliance Matters

· ensure that the organisation operates within Singapore laws at all times
· protect the company’s interests and remain legally compliant at all times

Legal Research

· research and keeping updated of the development on laws and regulations

· conduct searches on Lawnet and Lexis PSL for Legal team 

· provide timely and relevant information to respond to legal inquiries         

Corporate Secretarial

· assist the Company Secretary in preparation of the documentation for board meetings, EXCO meetings and AGM.

· drafting resolutions, corporate governance and compliance matters, including proper execution of corporate authorisations, directors’ certificates and other corporate formalities.

· ensure proper and timely filing of statutory notices and annual return

· maintaining and updating the company’s Minute Books, Registers and statutory records in compliance with statutory requirements

· prepare / revise and obtaining signatures for notices, agendas and resolutions

· assist and coordinate the setting up of board of directors' and shareholders' meetings 

Dispute Resolution

· advising the Company on pre-litigation issues and liaising with external advisors

· assist in resolution of contentious contractual claims and/or disputes

· manage litigation matters and coordinate with external lawyer 
Miscellaneous

· manage external lawyers and control external costs to ensure maximum efficiency and manageable expense

· provide training and education to the company’s employees on legal issues and risks
July 2013 to March 2015
David Lim & Partners LLP (Singapore)




(Designation: Legal Executive)
· commercial/corporate work including drafting and reviewing of commercial contracts (ie. share sale agreements, investment agreements, subscription agreements, deed of ratification and accession, joint venture agreements, rental agreements, grant agreements, donation agreements, facility agreements, service agreements, employment agreements, consultancy agreements, license agreements, sale and purchase agreements, security/transactional documents and etc.)
· assist the Partners in matter of Mergers & Acquisitions (M&A), including preparation of term sheet/letter of intent, legal due diligence exercise 
· team member for transaction activities involving private company takeovers and restructuring

· conduct legal research on various area of laws
Civil Litigation

· preparation of court documents and drafting of cause papers, eg. Summons, Statement of Claim, Statement of Defence, Affidavit, Submission and etc.

· attending and observing civil trials with the Partner in their various stages from the taking of instructions from clients, the taking of statements from witnesses, getting up for trial, preparing the bundle of authorities, agreed bundle of documents, subpoenas and other documents, trial hearing appeal, drafting bill of costs, and taxation hearings 

Corporate secretarial matters 
· incorporation of company and registration of business

· amendment of company’s Memorandum and Article of Association

· drafting of directors’ resolutions and members’ resolutions
Other legal matters
· assist with intellectual property related matters including trademark application and appeal and drafting of Deed of Co-Existence
· handle adjudication under BCA Security of Payment Act  

· prepare and draft legal documents such as wills, power of attorney, letter of demand and etc.
· draft and manage Singapore Exchange (“SGX”) submission and/or filing requirement including company announcement and etc.
· assisting Partners for clients’ meeting and preparing documents for execution
· involved in matter with regards to enforcement of judgment in foreign jurisdiction

July 2012 to May 2013

Sidek Teoh Wong & Dennis (Kuala Lumpur, Malaysia)




(Designation: Pupil in Chambers / Trainee Associate)

· assist in handling legal matters in general

· drafting of pleadings and other court documents (including Statements of Claim, Defences, Reply to defence, Summonses for Direction, Summonses in Chambers, Affidavits in support of applications, Order 14 applications, draft orders and Judgments, and Judgments in Default of Appearance or Defence)

· monitor, Coordinate and manage court cases 

· undertake court duties such as attending court for Mention, Hearing, Case Management (Pre-Trial Conference) and etc.

· attending auctions at private auctioneer companies and at Court
· conduct legal research and study case files
· involved in legal due diligence exercise on Mergers and Acquisitions (M&A) 
· translating cause papers, transcribing court proceedings
November 2012 

Magistrates Court (Kuala Lumpur, Malaysia)


                                            to February 2013

Kuala Lumpur Bar Legal Aid Centre (Pro Bono Service)
· attend criminal proceedings and assist accused(s) in mitigation
May 2011 to July 2011;

Soh Yok Lam & Co. (Muar, Johor, Malaysia)
May 2010 to June 2010

(Designation: Attachment Student)
· preparing and drafting of cause papers, ie. Summons, Statement of Claim, Statement of Defence, Affidavit, Submission and etc. 

· conducted on legal research

· read case files 

· observed case work

Jan 2008 to July 2008

Tien Hsia Language School (Sembawang Branch, Singapore)




(Designation: Course Coordinator cum Customer Service Officer)
· general office duties

· liaise with walk-in customers and answering phone calls

· data inputting

· Able to work independently and in a team.

· Able to manage workload with competing deadlines.

· Strong communication skills, developed through working experience.


	(i) MS Words, Excel,  Power Point, Outlook
	(ii) Adobe Reader,  Adobe Echosign
	(iii) eCopy                           PaperWorks
	(iv) Workshare Compare


	Language
	Spoken
	Written

	English
	Excellent
	Excellent

	Mandarin / Chinese
	Excellent
	Excellent

	Malay
	Excellent
	Excellent

	Hokkien
	Excellent
	N/A

	Cantonese
	Moderate
	N/A



	Volunteer Experiences

	(1) Language (English and Chinese) Teacher at Angkor Legacy Academy, Cambodia

December 2016 to January 2017

(2) Coordinator for Chinese Story Telling Event at National Library (with Chou Sing Chu Foundation)

June 2016

(3) NTUC Elderly Care Centre

June 2016

(4) Renci Hospital

December 2015 



	Student Exchange Experience
	Law Faculty, South China University of Technology (SCUT), 

GuangZhou (China).

June 2012





· KEN Foundation Scholarship
PROFESSIONAL QUALIFICATION





EDUCATIONAL BACKGROUND





PROFESSIONAL EXPERIENCES





RELEVANT SKILLS





TECHNOLOGY SKILLS





LANGUAGE PROFICIENCY





OTHER EXPERIENCES





AWARDS AND HONOURS








     Confidential

              May 2017
Confidential

February 2017

