Arshingul Akylbekova

Email:arshingul11@gmail.com
                                  Phone: 07575 417217
Skills Summary

· Excellent communication and writing skills
· Native in Russian and fluent in English
· Attention to detail
· Able to prioritise work and to meet deadlines
Specialisations: immigration law, certificates, diplomas and licences, bibliography, marketing material, travel and photography. Happy to consider other specialisations on request.
Professional experience____________________________________________________________

Freelance translator (present)

· Translate business and personal documents from English to Russian and Russian to English 

Withers LLP (December 2016 – March 2018)

· Employed as an immigration paralegal on a permanent basis

· Drafted engagement letters, advices and instructions to clients
· Completed application forms, draft legal submissions and prepare application bundles 

· Booked and attend Home Office appointments with clients
· Filed amended bundles, hearing notices and other legal documents with the Upper Tribunal (Immigration and Asylum Chamber) and opposing counsel
SGDA Ltd (Aug 2015 – March 2016)

· SGDA is a start-up business, which is building the world’s most detailed repository of bonds reference data for capital markets participants

· Processed, interpreted & evaluated bond documentation as a capital markets operations analyst
· Conducted job interviews and trained new members of the Operations Team

· Co-delivered a presentation on the sale of the business to a potential buyer
· Was promoted to validator level
Clyde & Co (Jan 2015 – May 2015)

· Worked as a paralegal on a fixed term employment contract 

· Assisted in a large commercial dispute involving complex IT and contractual claims

· Bundled documents for financial and medical disclosure

· Drafted reports for information requests

· Identified new documents and proposed necessary amendments to the reviewing exercise
Mishcon de Reya (Sep 2014 – Dec 2014)

· Worked as a paralegal on a fixed term employment contract

· Assisted a large competition case involving the European Court of Justice and the European Commission
· Reviewed thousands of documents containing complex financial data

· Translated complex legal documents

· Was promoted from a first to a third pass level reviewer
Hogan Lovells International LLP (Aug 2014-Sep 2014)

· Was involved in an international arbitration claim
· Planned my work and consistently surpassed daily reading targets

· Developed an understanding and knowledge of Relativity (a document review Software)

· Identified and reported on gaps in the arbitration materials as our client was slow in responding to information requests

Other  work experience___________________________________________________

· Project manager within a family owned property business
· Co-managed the comprehensive refurbishment of a luxury flat for subsequent rental
· Negotiated bespoke furniture orders with Chinese contractors
· Liaised with a transport company to store, pack and deliver our orders from China to Kazakhstan
· Contributed to the successful completion of the project within a two month time scale
Credentials

	Masters


	· University of Law (2013-2014)

· International Legal Practice; Grade: commendation



	Legal Practice 
Course


	Un
University of Law (2012 - 2013)
· Grade: commendation



	Bachelors


	UnUniversity of Hull (2009 - 2012)

· Law (LLB); Grade: 2:1



Additional information

Interests
              Travelling, writing poetry, attending musicals & ballet

References available on request
