EXECUTIVE SECRETARY
Highly competent professional having 8-10 years core experience in Secretarial Jobs. Handle multi-tasks. Prioritize daily activities and complete the tasks within the time limit smoothly. Hard working, self organized with excellent document control skills. 
Proficient in MS Office (Word, Excel, Vlookup, Pivot Table, Power Point, MS Outlook), SAP, Typing speed 60 WPM, Shorthand knowledge.
Areas of expertise :

· Manage business diary of the MD/Management

-  Document control
· Prepare correspondence & memos, email management.
-  Prepare checklist / forms
· Organize internal/external meetings



-  Confidential record keeping
· Prepare itinerary/travel arrangements for MD

-  Product pricing/cost sheets
· Handle MDs personal accounts/contacts etc


-  Office Administration
· Prepare Executive Charts/plans for projects in various stages
· Establish & implement efficient document control for office
PROFESSIONAL EXPERIENCE
M/s. CROWN ELECTROMECHANICAL SERVICES, Bahrain


Nov-2012 – Feb-15

EXECUTIVE SECRETARY 
Provide all executive assistance to Managing Director. Organize internal/external meetings, prepare business correspondence. Incharge of Document Control, email handling, confidential file management. Provide assistance to Project Managers for Tender Submission, correspondence with consultant at various stages of project. Maintain cost sheets etc.  
Overview: Taken active role in administration of their trading division:
· Prepare purchase order for Power Cables, Cables Glands/Lugs, Lamps, Fuses etc.

· Prepare Sales Invoices/GRN etc. for their trading division.
· Complete Inventory control, 
· Weekly, monthly performance report to MD

· Work-out product costing, launching product literatures, price lists etc.

M/s. BEMCO, 
Bahrain 





Nov-09  to Nov- 2011 SECRETARY – Reporting to Senior Service Manager
I was secretary in Maintenance dept. I was responsible for:

· Co-ordination with Maintenance team for various jobs including tender submission etc.

· Soft copy & hard copy file maintenance. Email management.  

· Ensure that all confidential & sensitive information is securely handled, stored as appropriate Communicate and handle incoming and outgoing electronic communications 

· Review and summarize miscellaneous reports and documents; prepare background documents and answer outgoing mail as necessary Prepare quotations for various MEP works and necessary documentation.

· Prepare monthly maintenance reports for different sites. 

· Prepare periodical Performance Charts / graphs etc. 

· Liaison with customers & suppliers.

TRACON EXPORT SERVICE PVT. LTD. India,  

               July-2005 to Nov-2008

SECRETARY/Document Controller (Reporting to Director)

This Company is a well known Home Furnishing exporters to Europe, USA, UK, Australia and other countries, having own 
production unit in South India.
I was reporting directly to MD also co-ordinating with HODs. I was responsible 
for:

· Email management - Screening and routing of Emails to concerned Managers. Ensure all mails are replied / acknowledged promptly. 

· Handle Regular Business Correspondence, Maintaining confidential information. Take dictation and draft letters. Self correspondence.

· Soft & hard copy filing of mails promptly & systematically.

· Maintain an extensive record keeping system including Client files, Supplier files, Project files

· Conduct introduction meetings/training for newly appointed  staff for file keeping system. 

· Receipt of All Incoming mails and distribution to various departments. 

· Liaison with Sr. Management / Senior Merchandisers for storage of raw-materials & finished products. 
· Worked closely with top management during implementation of Barcode system for raw-materials & finished products. 

· Make travel arrangements, ticket booking, hotel booking etc and processing other travel requirements. 

· Courier Management: Handle international consignments and tracking of incoming and outgoing parcels.

· Preparation of monthly reports / Maintenance of MIS reports by co-ordinate with other departments. 

· Guest house management.  

· Scanning of visiting cards, maintain contacts database.

Assistance to Directors / Sr. Officials for Overseas Business Trips :
· Make travel arrangements / Hotel Bookings and Prepare detail Itinerary.
· Co-Ordinate with other departments viz. Accounts, Marketing, Productions etc. in order to collect relevant data required for Directors’ business meetings. 
· Arrange various documents/samples etc to ensure the availability of required data for the meeting, quickly and an easy recap before meeting customer.
· Review of Meeting notes with directors, work allotment, meeting notes filing etc. after the trip.
· Send Meeting recap / Courtesy messages to customers.
· Co-ordinate with Directors to prepare Executive Planning reports / Job completion plans - after fairs/visits – for different departments.
· Preparation and maintenance of Cost sheets for various projects.
· Interaction / Follow-up with staff in Production unit to review progress of different projects / various collections / new developments.
GAZEBO IMPEX PVT. LTD., [Bullion Importers], Mumbai

         Aug-2002 to June 2005 SECRETARY (Reporting to Director)

This Company was in Bullion Business and I was responsible for:

· Take dictation and type letters including Self correspondence, with Bank, General and other business letters. 

· Worked closely with promoters for documentation (company profiles etc) for new ventures. Used internet to acquire the key information to update data.

· Maintain records in a systematic manner which ensures availability of old records quickly on demand.

· Co-ordinate with Project Consultant with regards to enquires for machinery/Civil & Structural Works, follow-ups and keeping records.

· Preparation of various charts such as costing sheets, performance charts etc.

· Domestic and international travel arrangements.

· Overall office administration including; Take Dictation and typing letters. Correspondence with Bank, Clients etc. Prepare Sales Invoices, Delivery Challans and maintain Sales and Purchase registers. Handling Petty cash & Bank accounts.

M/s. RAINBOW AGRI INDUSTRIES LTD., Pune.  




[2000-02]

SECRETARY (Reporting to CEO)
 Worked as a Steno Secretary, reporting to Chief Executive.

 Take dictation & prepare letters, correspondence with Bank/Insurance/Miscellaneous.

 Co-ordinate with other internal departments such as Lab, Production, Stores & Marketing, for timely submission of performance reports on daily/weekly/monthly basis and analysation of reports. Co-Ordinate with Head of Departments – Finance, Marketing, Production for correspondence and prepare various weekly/monthly charts and reports.

EDUCATIONAL QUALIFICATIONS:

Bachelor Degree in Commerce

-
University of Calicut, Kerala
Typewriting (English) Higher Grade 
-
Board of Technical Exams, Kerala



Diploma in Carnatic Music

-
Govt. Music College 





IT SKILLS
Computer – Diploma 
Proficiency in MS Office Tools / MS Word, Excel-Advanced, Power Point, Outllook, Tally, SAP
LANGUAGES KNOWN
English

Fluent 
Hindi

Fluent

Malayalam
Native

Tamil 

Intermediate 

Marathi

 Intermediate 

PERSONAL INFORMATION:

Age & DOB

:
39, (D.O.B. 27-05-1976)

Nationality 

:
Indian

First Name of Application CV No: 604110
Whatsapp Mobile: +971504753686 
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