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A total of over 9 years experience in Administrative, HR & Secretarial line with an expertise in setting up systems and putting them in place. I possess good communication skills and have an urge to specialize in PR. A good exposure to International corporate Etiquette is an added advantage.

Professional Experience:

Currently employed as Executive Assistant to CEO, from November 2004 till date for Al Otaiba Group, Dubai. 

Job Profile:

· Providing Secretarial & administrative support to the CEO.
· Prepare correspondence, reports, research, market intelligence, competition analysis and materials for publications and presentations.
· Diary management, meeting coordination, meetings, guest relations, file management, and extensive travel management.
· Setup conferences and create transcribe and distribute meeting agendas and minutes.
· Monitoring and responding to e-mails received in absence of the CEO.

· Maintaining effective relationships with wide range of people, both internal and external

· Corporate Guest Relations.

Worked as Executive Assistant to Managing Director, from February 2003 till November 2004 for Trident International Holdings FZCO, Dubai. 

Job Profile:

· Secretarial functions to Managing Director.
· Prepare correspondence, reports, research, market intelligence, competition analysis and materials for publications and presentations.
· Scheduling of appointments, maintain calendar of appointments, meetings, guest relations, file management, and travel management.
· Setup and coordinate meetings and conferences and create transcribe and distribute meeting agendas and minutes.
· Administration of entire office i.e. filing, stationery, maintenance, telephones etc.,

· Liaising with suppliers and project related contacts.

· Maintaining database of International Key Clients.

· Generating reports towards Corporate Intelligence.

· Corporate Guest Relations.

Worked as Administrator from March 2000 till December 2002 for Intel Technology India Pvt. Ltd., 

Job Profile:

· Handling and screening of Visitors.

· Vendor Relations & Purchase. 

· Administration of entire office i.e. filing, stationery, maintenance, housekeeping, security issues, Library, Customs, hotel and travel bookings etc.,

· Procuring Software and IT related products.

· Travel management.

· Event Management & Guest Relations.

· Coordinating HR related activities such as recruiting, training, leave tracking, etc.

· Compliance issues and company affairs related co-ordination.

· Employee Records and Agreements.

· HR related activities such as recruiting, training, leave tracking, etc.

· Payroll.

· Personal Assistant to General Manager.

Worked as HR & Admin Executive from Jan 1998 till Feb 2000 for Wipro Limited.

Job Profile:
· Administration of entire office i.e. filing, stationery, maintenance, telephones, hotel bookings etc.,

· Travel management

· HR related activities such as recruiting, training, leave tracking, insurance, PF, etc.

· Computing & processing of Incentives and performance linked payments (for the sales team).

· Generating Sales Reports based on performance region wise.

· Co-ordination of Sales Activities across the country.

· Secretarial functions to Senior Management.

Worked as Front Office Executive from May 1997 to Dec 1997 for Tata Infotech Ltd.,

Job Profile:

· Handling of telephone calls at an average of 250-300 calls per day.
· Handling of visitors
· Supervising house keeping
Professional Qualification:

· Completed Personal Secretary’s Diploma Course,





· Course in EPABX,

· Course in WordStar, 

· Course in MS Office,

· Course in Human Relations & Public Relations, through The Career College, Bangalore, India.















Educational Qualification:

· B.A from Bangalore University, through St. Joseph’s College of Arts & Science, Bangalore, India.

· P. U. C. through Hasnath Women’s College, Bangalore, India.

· S. S. L. C. through St. Euphrasia’s Girls High School, Good Shepherd Convent, Bangalore India.
Computer Knowledge:

· Well-versed with MS Office Suite. 

· Working knowledge of Linux and Star Office.

· Comfortable with browsing and obtaining information off the net. 

· Have worked on Tally (Accounting Software), and V B based database packages.

Personal Profile:

Age 


: 30 Yrs

Marital Status

: Married

Nationality

: Indian 

Visa Status

: On Husband’s Visa

Driving License

: Holding a valid UAE Driving License
Areas of Interest

· Listening to music
· Reading 
· Learning new languages
· Cooking

