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Executive Secretary/ Office Administrator 


PROFILE
Multifaceted and dedicated Professional with over 40 years of broad experience in Administrative Coordination, Office Management, Public Relations, and having worked in diverse business environments that demand strong organizational, technical,  and interpersonal skills. Possess strong Administration and customer service skills, ability to interact with cross-functional departments and cross-cultural communications, with high degree of professionalism, discretion and problem resolution capabilities. 


SKILLS SET
	· Administrative Skills
	· Strategic Planner
	· Analytical Skills

	· Efficient Team Player
	· Excellent Interpersonal Skills
	· Proficient in Ms Office 

	· Problem Solver
	· Self-Correspondence
	· Negotiation Skills


· CORE COMPETENCIES

· A Multi-faceted person with an ability to work independently, with professional integrity; self-motivated, team player, having excellent interpersonal skills and good communication skills, with an ability to present information effectively; team player with excellent interpersonal skills can handle multitasks, work under pressure, and meet deadlines. 

· Administration: Self-correspondence, good computer skills, good filing and record system, good communication, local and complex international travel, maintenance of office equipment, preparation of brochures and presentations. Handle correspondence, draft letters, generate ad hock reports for management, as and when needed.
· Executive Assistant/Personal Assistant: Managing all matters with a high standard of professionalism, high attention to detail and confidentiality.  Make complex travel arrangements.  Ensure that the Management office runs smoothly. Contact/ coordination/ reporting to all levels of senior management within the group offices.
· Excellent Communicator: Excellent oral and written communication skills; ability to negotiate and comfortably interface with all levels of management and staff. 

· Problem Solver: Ability to effectively manage conflicting priorities. Strong analytical and problem solving ability.

· Project/ Sales Coordination: Excellent organizational and administration skills, with experience in dealing with all levels of employees of an organization, business associates and customers. Consultants and high-level workloads within strict deadlines. Excellent analytical skills, excellent organizational and coordination skills.
· Highly Professional: Emotionally mature, tolerant and understanding, along with strong work ethics and a high standard of professionalism. A high degree of abstract intelligence in order to grasp and understand complex matters quickly. Organized detailed and highly professional, work under pressure in a busy environment to meet the deadlines. Well-developed interpersonal skills and the ability to synthesize information quickly. Effective presentation, negotiation and influencing skills to interface with all levels of management.


PROFESSIONAL EXPERIENCE
Company: Oman SAOG, Oman



                Oct 2012-Nov 2013
Operations Processor-credit Management unit/Remedial Management Department 

Reporting To: Reporting to Senior Risk Manager
· Responsible Preparing Daily, Weekly, Monthly and Annual Reports of the Dept, and handling NPAs
· Independently handle insurance claim for all deceased/disabled customers-cleared claims worth RO 220 K (out of RO 800K) in four months.
· Prepare Credit proposals for issuance of guarantees, running finance facility and Letter of Credit in accordance with the Bank policy. Ensure completion of loan/charge documentation & implementation of terms and conditions of approvals. 

· Manage administrative works of the department including appraisals for all department staff. Correspond with clients for the recovery of quarter-end markup and renewal or extension of their limit. 

· Service customers in accordance with the high standards of quality service by solving their queries.
COMPANY: OMAN INTERNATIONAL BANK, OMAN



        FEB 2010-OCT 2012
Executive Secretary-Remedial Management Department 

Reporting To: Chief Manager
· Responsible for writing various proposals to the credit Risk Committee/Board Risk Committee seeking approval for taking action against NPA customers

· Sending legal notices to various NPA customers, coordinating with Central Bank of Oman (CBO) audit team, making various recommendations to the management on the NPA and dept performance

· Preparing Daily, Weekly, Monthly and Annual Reports / budgets of the Dept

· Handling Customer Complaints to the Central Bank of Oman and coordination on the customer complaints

· Negotiated with suppliers and purchase items at optimum cost while proactively attending meetings, writing reports and providing presentations to managers and clients.
· Responsible for overall monitoring, controlling and improving product parameters for long term durability.

· Delivered quick and effective response during emergencies, earned appreciation for identifying the unsafe conditions and implemented protective measures.

COMPANY : OMAN INTERNATIONAL BANK, OMAN



        FEB 2009-FEB 2010
Executive Secretary 

Reporting To: Legal Advisor
· I worked as a Secretary to the Legal Advisor of the Bank, responsible to vetting all legal agreements/contracts entered into by the Bank and suggesting corrections to Management and following up renewals. 

· Assist him to amend and maintain the contract process including excess billing, non-standard, early termination calculation, customer agreement, generation, and provision of relevant contractual guidance to internal and external customers. 

· Provision of high quality contract maintenance support services to designated sales regions. Verify accuracy of contracts identity details on class. 

· Generate customer agreements and related standard addendum. 

· Fill contracts and related documents, excess mileage billing (monthly and complex 6 monthly), non-standard early termination documents.
COMPANY : WJ TOWELL & CO LLC, MUSCAT, OMAN



     MON 1993- MON 2009
Executive Secretary 

Reporting To: Group Chief Financial Officer
· All functions as an Executive Secretary to the Group Chief Financial Officer. Preparing Powerpoint presentations to the Board for its monthly meetings, preparing Minutes of the Board meetings, get these approved and circulate to all Directors seeking their approvals/suggestions. Making Board Resolutions as and when required. Liaising with Legal consultants/lawyers appointed on retainer ship basis on various legal documents, writing draft letters/emails/internal memos/circulars for clients/staff/Directors and Chief Accountants of individual units, lawyers, auditors etc.  independently for Group CFO’s approval. Follow up with statutory auditors on audited financial statements and distributing to all concerned, replying to internal audit reports on behalf of the Group CFO.
COMPANY : WJ TOWELL & CO LLC, MUSCAT, OMAN


               MON 1990- MON 1993

Executive Secretary
Reporting To: Group General Advisor
· Apart from all functions as an Executive Secretary to the Group General Advisor, maintaining records of all properties owned by the Group worth over RO 22 m. Generating monthly reports on occupancy rates, availability of residential/commercial properties on lease, drafting letters/memos on behalf of the General Advisor for his approval.
COMPANY : OMAN AVIATION SERVICES, SEEB INTERNATIONAL AIRPORT,OMAN       
               MON 1987- MON 1990
Executive Secretary 

Reporting To: Asst. General Manager- Corp. Services (Finance)
· All functions as an Executive Secretary. I was also responsible for vetting all documents/cheques that came for his signature before his approval/signature. I was also given the responsibility to upgrade the organization’s HR manual, in co-ordination with the Audit Manager.
COMPANY : MODERN ARAB CONSTRUCTION COMPANY AL KHOBAR, SAUDI ARABIA.  

MON 1980- MON 1985
Secretary 

Reporting To: Project Manager
· Worked as Secretary to the Project Manager responsible for a 5 x 100 MW Desalination Plant with over 3000 employees. 
COMPANY : WESTERWORK ENGINEERS, MUMBAI



     MON 1975- MON 1980
Secretary

Reporting To: Commercial Manager

· Worked as Secretary to the Commercial Manager responsible for billing for supply of various types of Industrial Boilers and Furnaces.
COMPANY : TEKSONS PRIVATE LTD, MUMBAI,INDIA


     MON 1971- MON 1975
Secretary

Reporting To: Export Director
· Since I was under-aged (17 years), I was recruited as a Trainee and promoted as Secretary to the Export Director. Taking dictations and transcribing, typing various Export Shipping documentation etc.


EDUCATION/ TRAINING CERTIFICATIONS
· Bachelor of Commerce, Bombay University, Mumbai, India, 1975.

· Microsoft Office Training, Conducted by WJ Towel & Co LLC, Muscat, Oman

· Secretarial Practice Training, Conducted by WJ Towel & Co LLC, Muscat, Oman
· Telephone Skills Training, Conducted by WJ Towel & Co LLC, Muscat, Oman
· Anti-Money Laundering Training, Conducted by HSBC Bank Oman, Muscat, Oman

· Security Risk Training, Conducted By by HSBC Bank Oman, Muscat, Oman


TECHNICAL SKILLS

· MS Office Suite (Outlook, Word, Excel, PowerPoint, Access)



Date of Birth: 28 May 1953; Gender ; Male Marital Status: Married ; Nationality: Indian; 
Place of Issue: 12 Sep 2005
Visa Type: Visit Visa 
Languages known: English, Arabic, Hindi
References: Available on Request


