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Personal Summary

  
A highly organized and detail-oriented Secretary with 10+ years of experience providing thorough and skillful administrative support to Senior Executives. Capable to work and converse efficiently with all levels of colleagues with the ability to be discrete and confidential with any company information. Independent and able to handle daily office tasks efficiently whilst excelling in organizational skills and multitasking. A proficient user of MS Office (Word, Excel, PowerPoint, Access and Outlook).

Professional Experience
Purchasing Secretary, May 2014 to Present |Abjar Hotels International LLC | Dubai
· Negotiation and finalization of contract

· Consolidating quotes from vendors and comparison

· Coordination of project based procurement related tasks
Executive Secretary, July 2012 to April 2014 | Abjar Hotels International LLC | Dubai

· Calendar and dairy management and prepare daily  weekly and monthly reports
· Prepare owners presentations and bookers incentive claims
· Prepare confidential and sensitive documents

· Manage and prepare salary in Oasys system

Office Secretary, April 2011 to June 2012 | Lootah Bhuwalka Steel Industries FZC | Sharjah

· Sales Co-ordination- Maintained dispatch details, facilitated collection of dues and prepared  production and sales reports on daily and monthly basis
· Updated human resources information  using FoxPro and  handled  accident Insurance claims 

· Prepared documents against Letter of Credit and invoices
· Handled information requests and prepared correspondence
· Maintained office procedures

· Prepared local purchase orders and  Invoices using Tally 


Executive Secretary and Human Resources Assistant, Feb 2007 to August 2010 | Taj Malabar (Taj Hotels & Resorts Group) | Kochi, India 
· Updated Customer Feedback System (CFS) and prepared reports for daily and monthly review

· Collated monthly reports on monthly plans/calendars, financials, and monthly business report from head of the departments and submit to General Manager 

· Handled Business Centre activities such as conducting board room meetings, assisting and solving guest requirements
· Updated Human Resources Information System (HRIS) data base

· Prepared  Town Hall Meeting presentation

· Coordinated and led Community development programs as part of the Company’s Corporate Social Responsibility programme

· Coordinated Cafeteria management, medical checkups, and employee welfare programs


Sales Administration Officer, 2002 to 2007 | Cybelle Pharmaceuticals Ltd, | Kochi, India
· Prepared letters, monthly and daily business reports
· Interaction with Sales Executives and collected updated reports on their target and achievements
· Created and modify letters and financial statements using Microsoft Office

Sales Administration Assistant, 1997 to 2000 | St. Mary’s Properties Ltd, | Kochi, India
· Coordinated advertising and media activities with media
· Prepared responses to correspondence containing routine inquiries.
· Prepared monthly and daily business reports


Sales Administration Assistant, 1995 to 1996 | Luke & Luke’s Electricals Ltd, | Trivandrum, India

· Administrative support to the Marketing Manager
· Coordinated advertising, media and promotional activities such as participation in trade fairs

· Compiled, edited, and recorded customer profiles. 

· Monitored  repayments and communication with customers

· Monthly and Quarterly business reviews and reports submitted to the Senior Management 
· Interaction with the product dealers

Management Trainee, 1993 to 1995| Carabount Food Products Ltd., | Pathanamthitta, India 

· Coordinated sales promotion activities
· Product Costing  

· Followed up Central Excise rules  for invoicing and  prepared  invoices accordingly

Qualification and Education

· 1996-1997 Post Graduate Diploma in Advertising & Public relations
· 1991-1993 MBA (Marketing & Quantitative Techniques) from SIBER School of Management, Shivaji University, Kolhapur, Maharashtra, India 

· 1988-1991 B.Sc Degree in Mathematics with Physics and Statistics as subsidiaries from Kerala University, India
IT Skills: 
Proficient in MS-Office Professional.





Software awareness: Tally, FoxPro, Opera and Oasys


Additional Information
Visa Status:


Employment Visa 
Languages Known:

English (Read write and speak),  
Hindi (Read and speak)

Malayalam (Read write and speak)

C/o-Mob:	+971 55 5891826


Email:	� HYPERLINK "mailto:merrylin.126859@2freemail.com" �merrylin.126859@2freemail.com� 
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