Rabia Zulfiqar
E-mail: rabiazulfiqar@gmail.com 

Cell: +923215003462
House Y491, Street 12,
Dhoke Ratta, Rawalpindi.
Career Profile:
Keen to find a challenging position with a successful and ambitious company that offers opportunities for career development and advancement. 
Professional strengths:
· Possess excellent written and verbal communication skills

· Ability to analyze problems and generate solutions for the same

· In-depth knowledge of legal practices and procedures

· Possess excellent management and organizational skills

· In-depth knowledge of drafting formal letters, legal notices and contracts

Experience:
Associate

Lodhi Law Associates (2018 – till todate)
Working as an associate with Justice ® Ibad-ur-Rehman Lodhi and dealing with civil, criminal, corporate and family matters in High Court and District courts. Working as a member of Legal Clinics & Research Centre and providing legal consultation and services to public stakeholders facing legal challenges. 
Deputy Secretary

Fauji Cement Company Ltd (August 2009 – November 2014)
· Analyzing the Memorandum and Article of Association as per company’s stand

· Convening and conducting of Board and Annual General Meetings

· Maintenance of all statutory Records and Registers as required under the provisions of Company and other applicable laws.

· Preparing Notices, Director Report, Resolutions & minutes of AGM, EGM, BM and Committees Meeting.

· Strict compliance with the Code of Corporate Governance.
· Liaising with Registrar of Companies Office, Islamabad.

· Dealing with Stock Exchanges for transmitting financial information after approval from BODs and regular correspondence for a listed Company.

· Dealing with Securities and Exchange Commission of Pakistan (SECP) for filing returns and forms.  

· Transfer and transmission of Shares.
· Drafting of legal documents like POA, affidavits, Indemnity Bond, Vakalatnama, Letter of Authority, Renewal & Termination Letters etc.

· Liaising and coordinating with external counsel in handling arbitration and Litigation matters under Competition Act, Labour cases in respective courts.

· Publication of public notices etc on behalf of the company.

· Compliance reporting under various laws like Competition law, labour laws, Taxation laws from the respective departments.

Legal Assistant

Universal Service Fund (September 2007 – August 2009)

Assisted GM (LAW) and Company Secretary in Corporate affairs of the Company in drafting of service and consultancy agreements with different Telecommunication Companies and preparing agenda for Board meetings and filing relevant documents with SECP, arranging Board of Directors Meetings & recording minutes of those meetings.

Associate

Shafqat Bhatti Law Associates (2003 – 2007)

Teaching Experience as Visiting Lecturer Law
International Islamic University, Islamabad. Have been teaching following courses to LLB classes since 2008:

· Intellectual Property Laws

· Company Law

· Law of Contract

· Constitutional Law

· Islamic Law of Business Transactions
· Law of Equity

Academic Qualification
· LLM (Corporate Law) International Islamic University, Islamabad in 2009.

· LLB International Islamic University, Islamabad in 2002.

· BA Punjab University in 1999. 

Language

· English

· Urdu

Personal Detail

· Nationality:
Pakistani

· Religion:
Islam
References will be furnished if required.
