EMMA-LOUISE BOULBEN FILEX
Legal Executive
17 High Street Hinxton Cambridge CB10 1QY
Email: emma@legalbees.com

Tel: 01799 531107
fb.me/emma.boulben


PERSONAL PROFILE 

A fee earning, Legal Executive. Strong hands on experience in residential and light commercial property. 
An up-to-date knowledge of legal matters. Capable of achieving personal objectives, as demonstrated by the successful completion of the ILEX qualification alongside full-time work. Goal orientated, with a clear and concise vision of future objectives. Keen to find a challenging position that offers long-term potential in my legal career.

SKILLS AND ACHIEVEMENTS 

Analysis and problem solving
• Apt in working to tight deadlines and handling own caseloads to given billing targets.

• Extremely comfortable in liaising with clients and explaining legal matters.


Technical skills

• Handling a mix of residential and commercial property matters e.g. landlord and tenant management work such as leases, licences, rent reviews.

· Residential work from instruction to completion. 
Communication skills
• Able to enthuse others and inspire a positive attitude to following and setting up new procedures.

• Excellent writing and presentation skills, quick to learn, together with a warm, friendly client contact.

CAREER HISTORY
Since November working as a property Locum and conveyancing work, various legal firms in the City, Cambridge, Suffolk and East Anglia.      


	Start – To Dates
	Job Title
	Reason for Leaving


	16 Sept – 16 Nov

	Property Executive
Mills & Reeve
	Team changes

	1 Jul – 15 Sept
	Conveyancing Executive

Tees Law
	Offered new role

	26 Mar – 30 Jun
	Legal Administrator
In-House Legal Dept at HP
	Temp role searching 
for a permanent property role

	4 Feb – Mar 
	Assistant 
Ashton KCJ Solicitors
	Temp contract


	2 Jan – 4 Feb 2013
	Residential Conveyancer 
Stevens Solicitors
	Permanent role but company filed for bankruptcy



	1 Oct – 31 Dec 2012
	Residential Conveyancer

Move with Us

Newmans
	Temp contracts










I have been working as a conveyancer handling a variety of residential and leasehold work. Taking on a full residential conveyancing  caseload covering all aspects of residential property work.  Meeting and liaising with clients. Day to day handling of sales and purchase files from inception to post completion, drafting contracts, searching  titles, additional enquiries and replies, title reports, due diligence, reporting to client and acting for lender and reporting to lender.  All work from exchange to completion.  Familiar with post completion work. Accounting and completion statements. Experience of using case management systems (Solcase and SOS) and adhering to completion targets.

A proven history of developing and managing client relationships and working on a mixed caseload of commercial and residential files.

Moved to Lyon, France   






Dec 2007 – Aug 2012         
(followed spouse abroad due to work placement)

During this time I set up a website providing legal information to expats buying and selling property in France in respect of French Property law and English Property law. Providing advice on pitfalls to avoid in both selling and purchasing transactions and latest tax guidance. 


Legal Assistant at Cripps Harries Hall, Tunbridge Wells Kent                      
 Dec 2005 – Nov 2007
(Commercial Property)

Working as a fee earner. Involved in residential and commercial property transactions. High workload of cases for the Channel Tunnel Rail Link involving CPO of leasehold and freehold titles. Workload of 100 files.  Work involved: pre-completion searches, priority searches, post completion duties involved with Land Registry: registration of charges, removal of restrictions and charges, change of proprietors. 
SDLT submissions online and all general conveyancing duties. Also involved compliance certificates for Kings Hill estate management work.

Skills Developed:
Accustomed to keeping accurate time recording.
Last billing target achieved well within target.
Supervising and training two other legal assistants. 
Team linking qualities
Offered a Plot Sales role with Cripps Harries Hall but declined due to move abroad following spouse.

Career Break for Legal Studies 




          Dec 2003 – Sept 2007

ILEX Legal Studies for exams in subjects specialising in Level 6 Land Law, Conveyancing Practice, Contract Law and Probate and Succession Law.

Legal Assistant at Mills & Reeve Cambridge

                        
           Mar 2000 – Nov 2003
(Real Estate – Universities Team) 
and formerly Legal Secretary/Assistant in Probate Department

Working as a fee earning paralegal in the Real Estate Team carrying out property management and transactions for Cambridge Universities and other major clients.

My work included licence work of legal drafting e.g. Licences to Underlet, Licences to Assign, Licences to Change Use, Licences to Charge and Preparation of Rent Review Memoranda.

I managed my own caseload.  I kept to billing targets. Experienced at using time-recording software. This gave me a good practice experience in a busy property environment and to be supportive of other team members and helping out in during busy workloads.

EDUCATION AND TRAINING

Full ILEX Qualifications Levels 3 & 6   ILEX College, Bedford


           2005 – 2009
Level 6




Level 3
Contract Law


Family Law
European Law
Land Law 


Law of Tort
Employment Law
Conveyancing Practice 

Criminal Law
Probate Law


Trusts & Equity

Pitmans Accountancy  

Sawston Village College Cambridge
           2002 - 2003
Class 1 Pass

Legal Secretarial Course  

Pitmans Training School Cambridge
           2001 - 2002
Pass
GCSE 7 Passes Grades B-C

Sawston Village College, Sawston Cambridge         1984 - 1988


ADDITIONAL INFORMATION

· Excellent computer skills.
· Married, no children.

· Bilingual English/French.
· Experience of Solcase and SOS Case Management System

REFERENCES
	Glynis Read (HR Manager)
Cripps Harries Hall
1 Mount Ephraim Road
Tunbridge Wells
Kent TN1 1EG
Email: Glynis.Read@crippslaw.com
	Louise Shaner (HR)
HP Ltd
Cambridge Business Park
Cowley Road
Cambridge CB4 0WZ
Email: louise.shaner@hp.com


