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SUSAN 
Susan.109720@2freemail.com 

Objective: Strong and successful management achieving significant commercial growth through organizational change and team development 

Cross cultural and diversified ,managerial experience, within retail industries, working alongside senior managers who have developed reputations as being amongst the finest in their fields.

Career 
 University Hospital, Dubai Healthcare City                                                                 From Jul 08 to Till Date
Information Systems Admin Support
University Hospital is the centerpiece of Dubai Healthcare City’s Mohammed Bin Rashid Al Maktoum Academic Medical Center and serving as the core of a fully integrated regional healthcare network. University Hospital will define a new standard for healthcare excellence in the region, with the latest advances in clinical care, exceptional educational resources for physicians, nurses and healthcare professionals, and robust biomedical, clinical & health services research programs. The 400 bed tertiary medical center is developed by Tatweer, a subsidiary of Dubai Holding. I work for Information Systems department within University Hospital. My Job purpose is to provide IS administration and project management support to achieve departmental objectives.

· Preparation of meeting agendas and minutes

· Scheduling and Preparation for meetings

· Follow up on submissions and deliverables

· Some project management experience: project progress reports

· Data Entry and Assisting in General Administrative Duties
· Organization of departmental workflow

· Keen to work and develop electronic forms

· Management of departmental portal

· Support for various surveys
· Preparing all official expense Forms and liasing with financial department
· Organizing Calendar and appointments 

· Organizing events successfully
· Incharge for the entire department's correspondence

· Calendar Management and taking appointments for Business Meetings
· Drafting PowerPoint presentations and other business correspondences
· Making Arrangements for Interviews
· Attending departmental enquiries
Dubai Healthcare City                                                                                                    From Nov 07 to May 08
Administrative Assistant

Dubai Healthcare City, an internationally recognized location of choice for quality healthcare and an integrated centre of excellence for clinical and wellness services, medical education and research. I worked for Director of Harvard Medical International-Gulf (HMI).
· Assisting in General Administrative Duties.

· Preparing all official expense Forms

· Organizing Calendar and appointments 

· Organizing events successfully
Go Rent a Car Al-Quoz, Dubai                                                                    From June ’06 to Nov ‘06

Front office Executive / Administration Executive 

Go Rent a Car is one of leading Car rental company in UAE.It have two branch offices in Bur Dubai and                                                                                                                Head office is at Al-Quoze where I have been worked. It has very good number of customers both from Business sector and   Public sector.
· Handled front office operations and direct customer dealings
· Co-ordination with service and sales executives
· Daily customer and service follow-ups at right time
· Handled daily admin operations and preparing monthly salary statement
· Maintenance of daily attendance both in office and service centre
· Fleet management and preparing cheques for the purchase of new fleets
· Archiving customer’s old files and checking daily rental agreements
· Maintained a perfect track on creditor’s Invoice and issuing cheques on right time.
Chopra’s Consultants n&n Pvt Ltd, India                                                                 From Feb ’05 to May ‘06


Counselor – Leading Universities in United Kingdom, Australia, Singapore and UAE.
Chopra’s consultants, one of the leading studies in abroad consultants in India, gives free services for the students who seek their further studies in UK, Australia and paid services for all the other countries. It has branches all over India, where in worked for its Chennai branch.
· Counseled students who seek their further studies in UK, Singapore, Australia and Malaysia 

· Advising students in selecting their course,university,accommodation and also guiding for their visa documentation
· Conducted Mock IELTS for the students
Santhosh Exports & Textiles, India                                                                             From July ’04 to Jan ‘05
Office Administrator – Trade operations.
· Ensures that the office operates in full compliance with applicable company policies    and highlights to senior management to resolve the same
· Handled Front – office operations successfully
· Reminding Indian as well as foreign clients through phone and E–mail ,regarding the trade transactions
· Maintaining Accounts, staff’s Attendance and pay register 
Project work – TIIC , India                                                                                                From Feb’04-Apr ‘04


Project Title     :   A Study on the Factors Influencing Performance Management                                                             

Area of Project :  Human Resources Development.
· The main objective of the project is to evaluate the factors that influence performance management in TIIC.  
· Survey had taken from the employees working in Head Office, Branch Offices and Regional Office of TIIC, to have a study about their performance Management. 
· Suggestions and Recommendations were given to the company for improving and maintaining the performance management.
Project Work – TVS Ramkay, India                                                                              From Jan’03 to Feb ‘03


Project Title     :   Customer service satisfaction
Area of Project :  Marketing.
· The main objective of the project is to find whether the customer service satisfactory level of Honda Activa influences the sale of TVS Scooty. 
· Survey had conducted from the users of TVS Scooty and Honda Activa who had taken the last service from an authorized dealer.
· Suggestions and Recommendations were given to the Company for improving the service satisfactory level of TVS Scooty users.
Educational Background
· Masters in Business Administration (Two Years) with first class and also earned distinction in Industries and labour relations subject. Madras University – India
· Bachelor degree in Commerce (Three Years) with second class. Madras University – India

· Higher Secondary as subjects Business Maths, Commerce, Economics and Accountancy with high first class. Board of Matriculation, Tamil Nadu – India
Career Accomplishments and Achievements summary
University Hospital, Dubai Healthcare City, 

· Maintained good rapport among the employees and consultants by rendering valuable services

· Earned through knowledge about the International and UAE Healthcare scenario 

· Earned good appreciations for University Hospital-HIS continuous meetings organized successfully.

Go Rent Car                                                            

· Maintained good rapport among the customers and clients by rendering valuable services

· Maintained an equal proportion of Demand and supply of fleets.

· Earned through knowledge about the UAE Labour rules and policies

· Earned through knowledge about the International Business scenario and its operations.
Chopra’s Consultants 
· Promoted the company name by participating in Educational fairs, made to distribute pamphlets to reach the public
· Received a testimonial from a value customer for the service rendered

· Earned through knowledge about the famous universities and most popular courses offered by them

Santhosh Exports & Textiles 
· Developed the procedure to control the functions of buying administration and Back office   operations 
· Reduced expenses and controlled within the budget for all the trading contracts

· Initiated and implemented training of management skills for the section employees

· Earned through knowledge about the International rates of textile materials and the procedure of importing 
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