Seema








Seema.151574@2freemail.com 

Self-Summary:
A highly organized and detailed oriented Executive Assistant over 17 years of work experience providing thorough and skillful administrative support to Senior Executive and Management. Also, an independent and self-motivated professional with excellent research and writing skills, able to develop positive relationship with clients and colleagues at all organizational level.

Objective:
To work in a reputed organization that provides the right challenges and opportunities for professional development and satisfaction.

Personal Strengths: 

Excellent Communication & interpersonal skills

Dynamic and assertive

Dedicated & self-reliant

Work Experience:

March 16 - Till Date:
Printworks Mediatech L.L.C- Executive Assistant to Director (Fabrication)

Printing, Fabrication and Interior Design Company
· Role mainly involves managing all daily activities like receiving mails, and follow up for the same, answering mail on behalf of the director, handling direct quires of the client, making quotation and sending same to the clients, following up with payments
· Arranging meetings, and taking note of minutes of meetings
· Organizing installation, delivery, material collection from the supplier. Ordering the material and booking necessary items at the time of events. In the process taking permission for the installation from the concerned authority of booth or events, coordinating with the organizer and the agencies.

· Managing travel itinerary for the director
· Coordinating with sales and pre-production department for timely production and delivery    
· Scheduling production delivery, installation and dismantling the stands/events 
· Making Export and Import documents and in the process coordinating with shipping agent and port authority 

May 08 - Nov 15:
Jagjiwan Enchem Udyog Ltd. - Personal Assistant to Managing Director
A leading Manufacturer of Asbestos & Non Asbestos Products
· Looking after day to day affairs of the office & other works. Managing reports related to Production & Dispatch etc.
· Fixing & managing meetings and Travel Plans, Monitoring with Sales & Accounts Departments on daily basis of Sales and payments receivables
Jan 07 - March 08 
R.K.Ceramics Ltd, UAE- (Sales Executive & Executive Secretary to General Manager)

Engaged in Manufacturing World class Ceramics, Glass, Porcelain and Bath room fittings and accessories. Also engaged in various other businesses like hotel business, real estate & investments, airways, visa authority & licensing, shipping line and paints. It enjoys 5th rank in world, in world Class of Ceramics.
· Preparing Export Documents & in the process interacting with various authorities like ministry of commerce, insurance, bank and shipping line
· Handling Export & Local Customers, traders, projects and showroom
· Preparing Sales report & loading report and executing same to General Manager
· Day to day monitoring stock, follow up with production team and taking care of loading and dispatching
· Looking after Secretarial jobs like fixing & arranging meeting for the G.M., hotel booking for Guests, air ticketing, fixing up the appointments
Mar 98 - Oct 06
Maharaja Sayajirao University of the Baroda- (Personal Assistant to the Her Highness Chancellor)
· Assisting in completion of official work
· Arranging annual convocation & fixing up the appointments
· Major duties include banking and taxation
· Arranging & Coordinating for seminars & meetings
· Interaction with various industries, trade associations, research bodies, educational institutions, government bodies & media
· Managing travel itinerary
Oct 96 - Feb 98       
Yuvraj Industries Ltd – Real Estate Division 
(Assistant Manager – Marketing)
· Developing & implementing marketing strategy
· Conceiving and formulating advertisement campaign
· Managing & Serving customer accounts
May 96 - Oct 96
Hindustan Lever Ltd. (Marketing Executive)
· Concept/Real Selling to different industries
· Daily reporting to the Area Sales Manager
· Interaction with customers
Summer Training:
ORG-MARG (Operational Research Group-Baroda)

· Conducted survey on ceramic & sanitary ware, feasibility of the ceramic industry
· Prepared project report on the same
Personal Profile:
Date of Birth:

  26th September, 1973

Marital Status:
                Single

Nationality:
                Indian

Languages Known:
  English, Sindhi, Hindi, Marathi, Gujarati

