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OBJECTIVE
 
To pursue a career in an organization having a global vision, which encourages creativity and offers an opportunity to learn and develop both in professional and personal aspects. I look forward to a job that would realize my own capacity, capability and give me a satisfaction having of fully realized my potential opportunities and to join professionally managed company, which provides immense opportunities for career growth and to develop with the organization to greater heights.
EDUCATION
Currently Doing Masters in Business Administration (MBA) from London City College Dubai UAE

Done Bachelor’s in Business Administration from London City College Dubai UAE
March 2003: Passed H.S.C. (Commerce) from Our Own English High School, Dubai.

PROFESSIONAL QUALIFICATION
January 2003:  Successfully completed Executive Secretarial Course (Pitman’s method of English typing speed 35-wpm, Self correspondence, Interview skills & Secretarial Skills.) from NADIA TRAINING INSTITUTE.

PROFESSIONAL PROFILE
· An effective communicator with skills in devising & implementing effective strategies & contributing towards positive growth of a company.

· Expertise in the Microsoft office & Internet technologies.

· Proficient at analyzing market trends to provide critical inputs for business development initiatives and formulation of selling and marketing strategies.

TRAINING ATTENDED:
· Trade Finance 

· Systems Training – Banksys and Business Object

· Anti Money Laundering
· Business Excellence Module
· Mashreqbusinessonline (MBOL) User Access  
· Flex Cube Retail
WORK EXPERIENCE:
· February 2010 – May 2010 (Temporary): Worked as an Office Manager / Executive Personal Assistant to Regional Director with Rolls Royce International. Dubai. UAE. 
Job Profile as Office Manager / Exe. PA.
· Responsible organizing and coordinating office operations and procedures in order to ensure organizational effectiveness and efficiency.
· Assign and monitor clerical and secretarial functions
· Recruit and select office staff.

· Supervise staff.

· Evaluate staff performance
· Coaching and disciplining staff
· Monitor and record long distance phone calls

· Prepare time sheets

· Control correspondences.

· Review and approve supply requisitions

· Liaise with other agencies, organizations and groups

· Update organizational memberships

· Keep record of office equipment.

· Design filing systems.

· Ensure filing systems are maintained and up to date
· Ensure protection and security of files and records
· Ensure personnel & highly confidential files are up to date and secure

· Provide Secretarial help to the Regional Director.  
· March 2009 – June 2009: Worked as an Executive Personal Assistant to Finance Director with BNP Paribas (French Based Financial Organization). Dubai, UAE.

Job Profile as Exe. Personal Assistant:
· Reading, researching, and routing correspondence.
· Drafting letters and documents;
· Collecting and analyzing information; preparing and distributing financial statements.
· Handelling the Petty cash of the entire department.
· Making travel arrangement for the entire department.
· Coordinating with HR department for solving the HR issues of team member 

· Answers routine mail. Greets guests and customers

·  Provides high level secretarial support to a member of the top management

· Ensures orderly filing of records and correspondence with appropriate follow-up. 
· Handles records and issues of a confidential and sensitive nature. 

· Prepares correspondence, agendas for meetings, research reports, and monthly branch status reports.
· Assist the department in preparing presentations, Financial reports etc.
· June 2006 – January 2009: Worked as a Personal Assistant to Senior Vice President cum HR Assistant with Abu Dhabi Commercial Bank Dubai, UAE 
Job Profile as HR Assistant:

· Maintaining organization's personnel records up-to-date

· Keeping track of employees' address changes, changes in job titles, benefits, and salaries.

· Communicate with individuals at all levels of an organization.

· Update the appropriate form when an employee receives a promotion or switches health insurance plans.

· Prepare reports for managers elsewhere within the organization. 

· Provide authorized information from the employee's personnel records when requested by credit bureaus and finance companies.
· Screen job applicants to obtain information such as education and work experience. 

· Administer aptitude, personality, and interest tests.
· Explain the organization's employment policies and refer qualified applicants to the employing official. 

· Request references from present or past employers of applicants. 

· Inform job applicants of their acceptance or rejection for employment.
· Conduct Internet research to locate resumes.

· Scanning resumes, and assisting with planning new employee coordination meeting, compiling materials and maintaining employee database records.
 Job Profile as Executive Personal Assistant:
· Schedule appointments and maintain calendar for managers. Coordinates all travel arrangements and prepare business itineraries.

· Making travel arrangements for the complete organization

· Issuing Payment Requests for all administration purchases

· Preparing monthly and yearly Business and Annual Leave Travel Reports

· Providing monthly expense reports (Stationery, Business cards, Grocery items and Telephone) to the Administration Manager

· Procuring Stationery, Business cards and Grocery Items

· Supervise and analyze projected sales and marketing reports.

· Maintaining personal files and make arrangements for Head of Corporate and Investment banking.

· Assisting the Administration Manager with all administrative duties

· Sending and receiving couriers / maintaining a record of incoming and outgoing couriers 

· Coordinating with HR department for solving the HR issues of team member 
· Answers routine mail. Greets guests and customers. May be expected to perform personal business duties to conserve time of the top level executive. Interfaces with all levels of staff and community contacts.

·  Provides high level secretarial support to a member of the top management

· Ensures orderly filing of records and correspondence with appropriate follow-up. Handles records and issues of a confidential and sensitive nature. 

· Prepares correspondence, agendas for meetings, research reports, and monthly branch status reports. 

· Responds to requests for service and assistance; Meets commitments. 

· Follow up with the Branch Managers with Incomplete or missing documents of accounts.

· Keep all the records of information of branch activities 

· Up date the organization chart monthly branch wise/ area wise 

· Check and confirm all the branch petty cash, water, electricity, telephone bills and other expenses before getting approvals.

·  Keep a record of department’s total staff head count and update the top level Managers.

· Ability to effectively present information and respond to questions from top level managers.

· Follow instructions, respond to management direction; Take responsibility for own actions; Complete tasks on time or notifies appropriate person with an alternate plan.
· January 2004 – March 2006: Worked as Executive Secretary cum Relationship Officer (MBOL) with MashreqBank Dubai, UAE
· Making travel arrangements for the complete organization

· Issuing Payment Requests for all administration purchases
· Preparing monthly and yearly Business and Annual Leave Travel Reports
· Providing monthly expense reports (Stationery, Business cards, Grocery items and Telephone) to the Administration Manager
· Procuring Stationery, Business cards and Grocery Items
· Supervise and analyze projected sales and marketing reports.
· Maintaining personal files and make arrangements for Head of Corporate and Investment banking.

· Assisting the Administration Manager with all administrative duties
· Sending and receiving couriers / maintaining a record of incoming and outgoing couriers 
· Set up customers account on Mashreqbusinessonline (MBOL), handling the queries of the MBOL Corporate customers, making the monthly MIS report of MBOL customers.
· Providing monthly expense reports (Telephone and Courier) to the Administration Manager

· Issuing Payment Requests for courier expenses
· Also solving and dealing with HR department for my team members HR issues.

· February 2003: Worked as Secretary to the Brand Manager (Temporary Position) with Estee
      Lauder, Dubai.
· Prepared yearly product reports.

· Handled correspondence, fax and courier.

· Coordinated with the Manager on classification of brochures and invitations.

· Handled data entry operations.
· Dealt with telephone enquiries of customers concerning the queries they had with the mobile phone service which was being provided by the company.
· Offered alternative solutions where appropriate with the objective of retaining customer's business. 
MARKET PROJECTS
· January-February 2004: Worked with Master Foods for the Dubai Shopping Festival 2004 as a Salesperson at the company’s kiosk in Global Village. Sold approximately 50,000 Promotion Packs of chocolates like Galaxy, Twix, M&M, Maltesers, Bounty, and Mars over a span of 30 days     

· March 2005: Worked as a Salesperson with Siemens. Sold approximately  200 Mobiles Model: Siemens SL 65

· December 2005: Coordinated the launch of Samsung SGH-E700 Mobile Phone at Gargash Centre, Dubai. Promoted the product and handled approximately 1200 customer queries over a span of 12 days

PROFESSIONAL SKILLS
· Advanced communication skills with 100% effectiveness
· Handling of customer service efficiently
· Expertise in Microsoft office and internet technologies
· Administrative & Secretarial skills

· Accounts handling. 
· Through customer service approach

· Dedicated customer service ethic and background
PERSONAL DETAILS 
Date of Birth:

25th April 1984

Nationality:

Indian

Visa Status:

Father’s Sponsorship 

Driving Licence:

Valid UAE driving licence 
Language:

English, Hindi and Sindhi 
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