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NAMITA SHARMA 
				   | 503-367-6587 (cell) |   sharnamita@yahoo.com

EXPERIENCED PROFESSIONAL, TEAM ORIENTED, HIGHLY ORGANIZED, SELF-MOTIVATED, FAST PACED, PROBLEM SOLVER, DETAIL ORIENTED, PROVEN IN VARIOUS FIELDS AND WORK ENVIRONMENTS’. 

EDUCATION / CERTIFICATION
CLEARED CUSTOMS BROKER’S EXAM OCT 2018: APPLYING FOR LICENSE

Paralegal Certificate Program – EMORY UNIVERSITY, Atlanta, GA
Relevant coursework includes Civil Litigation, Personal Injury, Torts, Intellectual Property Rights,
 International Trade, Contracts, Bankruptcy, Malpractice, and Family Law.

MBA in International Business – INSTITUTE OF MARKETING AND MANAGEMENT, New Delhi, India
Accredited by Portland State University

Bachelor of Accounting and Commerce – UNIVERSITY OF DELHI, New Delhi, India
Accredited

Additional credentials include several courses in Logistics, Marketing, International Marketing from mesa Community College, AZ and Portland State University, OR and California Real Estate License and QuickBooks.
SKILLS
Microsoft Office (Word, Excel, PowerPoint, Outlook), Google Docs, Adobe Acrobat Pro, Windows operating system (Diploma in Computer Sciences), WordPerfect, LexisNexis, Westlaw, Time Matters, QuickBooks, Congas, SAP, Best Case Bankruptcy Software, WordPress, DAKCS, Forms of Bankruptcy.
Languages
English, Hindi, Punjabi and German.
ACTIVE AND ARDENT VOLUNTEER 
Habitat for Humanity, Project C.U.R.E, Amanaah Refugee Services, Asian Women against domestic Abuse, SSC Of South Houston, Tompkins High school PTSA and sponsor for UN and Speech and Debate club 

GIVENS & JOHNSTON PLLC                                                                                                         MAY’ 2018 – PRESENT
Import Export Compliance 
Identify, Implement and Assist in various day to day time sensitive activities:
· Track latest updates on Section 301, NAFTA or any international customs related regulations on USTR, FR, White House, Customs Info to developed import/export procedures to guide business decisions and transactions, while sustaining the profitability of international trade and enhancing overall competitive strength. 
· Conduct Comprehensive Compliance Assessments for importers and exporters including a review/audit of existing procedure and documentation review and correction.
· Classification and valuation of goods under the HTSUS and other classification systems.
· County of origin determination, marking, and guidance on any resulting ADD/CVD implications.

CONTRACTOR WORK FOR SEVERAL COMPANIES                                                                                 JAN 2016- MARCH 2018                                           
TEAM INC, LAW OFFICES OF MAHENDRU PC, SUNNOVA SOLAR COMPANY,  KTEK RESOURCING, DATA VEDIK,ETC 
Contracts Coordinator and Manager
· Review and negotiate technology, cyber security contracts.
· Legal support on IT related contracts, contractors and confidential agreements.
· Emphasized and created systems for document management and procedures; essential for review, analyzing, and compliance process of present and future to maintain corporate standards.
· Draft, review, redline, renegotiate terms of contract to achieve business and legal objectives. 
· Draft slideshows for presentations to clients, stakeholders and internal staff.
 
BASF, Cary, NC    		September 2012 – October 2015
The Chemical Company
Contracts Coordinator

· Provide paralegal services to VP Legal and take responsibility for contract database, including the intake, analysis and review with IP related agreements, including CDA’s, MTA’s RSA’s, MSA’s, NDA’s, PO’s and JDA’s.
· Independently review and negotiate all contracts related to confidentiality, consulting, material transfer, and other related agreements. Assisted business personnel in the preparation, submission, modification, and extension of contracts. 
· Analyzed contract requests while performing detailed review of purpose. Also reviewing for old and existing Agreements for potential liabilities, risk associated with IP, research, indemnification, insurance, warranty, payment and other legal obligations.  
· Reviewed contract drafts to ensure conformity, consistency, accuracy, and completeness, in accordance with BASF procedures and processes.
· Served as liaison between Legal Department, internal departments and external companies, universities, and contractors for preparation of appropriate documents, follow up for full execution and compliance.
·  Presented training materials to internal company personnel on contract request, review, and approval procedure. Created appropriate word document to fill in the requirements from one-on-one training to group classes for middle and senior management up to 50 team members.
·  Managed billing invoices for legal services rendered by outside counsel, collaborating with Database Management as needed. Reconciled budgets from outside counsels to align with internal department billing for outside counsels. 
·  Generated Excel reports from SAP and internal accounting software. Generated analyzed reports 
· Responsible for all aspects of document preparation, control and retention related to contracts. 
· Business Development – Identification of potential opportunities to expand our business to provide additional service line/coverage areas in MSA (Master Service Agreements) by notifying VP Business Unit of the opportunity and communicating directly with the customer.


LAW OFFICES OF PAUL A. DIETRICK, LLC, Johns Creek, GA	March 2009 – July 2012 
 *Family Law *Civil Litigation *Business Litigation * Bankruptcy *Contracts
Paralegal Manager
· Client Intake Sheet, Filing Initial Court Papers, Fact-Finding and e-Discovery and Resolution, Court Motions with summary judgment, Resolution Before Trial: Settlement / Alternative Dispute Resolution Alternative Dispute Resolution (ADR) FAQ Trial and Verdict Trials, Verdicts, Collecting Money Appeals 
· Generated quarterly budgets, monthly profit and los (P&L), and balance sheet statements for all attorneys using QuickBooks.
· Coordinated firm marketing, employing online strategies (LinkedIn and Google search engine optimization [SEO]), media advertisements (magazines and State Bar Journals), and event sponsorship. New Business increased by 40% in a quarter. 
· Liaison with attorneys, clients, court officials, mediators, insurance companies, and law firms. 
· Assigned cases to Paralegals per court calendar, ensuring they executed day-to-day proceeding from research to trial / mediation, hence worked on prioritizing.  Prepared courtroom slides and presentation in the courtroom.
· Gathered personal / account histories and case-sensitive documentation for attorneys, including banking statements with summary, proof of assets, affidavit, and judgments. Demonstrated proficiency with DAKCS accounts receivable / debt collection software, Resolve database system, and integrated online software.

ANA BANA INC., Phoenix, AZ		June 2002 – January 2009
President
 Importer of Artisan goods from India and marketed to Cost Plus, Sunflower Market, Whole Foods and various Chain stores.

COSTCO WHOLESALE, Beaverton, OR		January 2005 – June 2006
First Management Intern Hired from Portland State 

LITTLE PEANUT PRODUCTS/ 1 SOURCE INC, City, AZ		January 2004 – December 2004
Importer from China
Consultant – Customs Process and Accountant
· Coordinated all shipping and logistics needs, from Manufacturers to Shipping Line. Conformity with Letters of Credit to ensure production and shipping. Responded to RFIs, RFQs, and RFPs, dealing extensively with customs broker to ensure seamless integrity of supply and inventory.

ANKH IMPORTS, New Delhi, India 		August 1995 – December 1999
Overseas Buyer for Williams Sonoma Group, GAP and Target Corporation- AMC Corporation.
Buyer 
· Managed daily operations for a 50-member team of merchandising, buying, accounting, and shipping personnel. 
· Negotiated and secured merchandise procurement; provided FOB and CIF (spell out acronyms) price to buyers. 
· Partnered with various U.S. and Indian government offices dealing with transnational trade. 
· Developed process to improve communication efficiency between buyers, suppliers, freight agents, and internal staff.
