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PakistanCompany Description:AffinityVibez is a business management consultancy company

having presence in Pakistan. We have matured from a narrowly-focused team to a well-

established company. We work with businesses of all sizes, across a wide range of

industries, to help them identify and solve problems, develop and implement new strategies,

and make informed decisions.Job Duties & Responsibilities:Develop and implement

effective public relations strategiesCollaborate with other departments within the

company to ensure work efficiency.Working knowledge and competency with case

management software.Strong public relations skills and consideration for dealing with clients

and witnesses.Knowledge/experience of legal database.Assisting with the preparation, filing

and service of pleadings.Organizing and managing documents, including the creation of

spreadsheets.Drafts legal documents according to judicial procedures.Conducts research on

legal policies and presents written analysis to solicitors.Review and production of

documents and responding to particular requests.Assisting with the litigation

preparationCreates and keeps track with the accidental cases.Performs other related duties

as assigned.Original jobs : https://www.mustakbil.com/jobs/job/1238384 
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