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PERSONAL DETAILS
Visa Status: Husband Visa
Driving License: UAE Driving 

Personal Statement
 ------------------------------------------------------------------------------------------------------------------------------------------------------------
I have over10 years’ experience as an Administration Executive. I have worked in a number of fields including hospitality, property and retail. I have a wide spectrum of knowledge including working and dealing with multiple stakeholders across The Middle East and Africa. In my current temporary position – working as a PA for a regional Vice President, it has given me great and highly practical insights into the day to day needs of global senior executives. This includes insights into how the business is run and who the key personnel are. My experience across a range of industries and geographies provides a solid footing in ensuring an understanding of the day to day needs of senior executives.
Specialties: Organization management, Human resource, Customer service, Scheduling and Time management, Procurement, report building, positive thinking.

PROFESSIONAL EXERIENCE
Carrier Middle East - United Technology (Contract under DULSCO)           Current
Personal Assistant to the Vice President (Temporary basis)
DutiesandResponsibilities.
· Delivery of quality administrative and office mange service to UTC Vice President of Turkey and Middle East and functional team.
· Manage and daily maintain calendar - agendas, daily tasks, schedules, meetings, appointments.
· Setting up a 6 week Look Ahead agenda & update: Discuss travel plans/events.
· Arrange the VP & functional team travel arrangement: Air tickets and hotels booking, filing travel forms.
· Welcome and attend to the VP’s visitors and try to maintain good public relations.
· Communicate with other PS’s for the collection of information and meetings arrangements and diary scheduling
· Handle correspondences, incoming and outgoing, including drafting replies, answering queries, and/or referring the same to the relevant individual(s), as appropriate.

· Handled sensitive and confidential correspondence and information. 
· Expense reporting 

· Maintaining an efficient filing and records keeping system. 

· Act as the primary contact for internal and external communications/events and as a back-up for the PA team
· Main point of contact in office for Admin/meeting rooms/Logistics for leaders traveling into Dubai
· Processing staff travel tickets and booking hotel accommodation.
Procurement& Reception
· Sourcingsuppliers for various goods and services.
· Procurement of office stationery and Groceries for various business units, (Carrier Middle East, & OTIS)
· Coordinating printing of Business cards, access cards and Letterheads.
· General Office duties (filing/organising) – Acting as barrier between the President and others.
Kellogg Company of Great Britain (Dubai Branch)                                                   Dec 2013 – March 2014 Position:Administration Executive (Contract under Dulsco)

Dutiesand responsibilities.

· Handling insurance related issues, renewal and record keeping.

· Joining formalities for new employees.

· Communicating and explaining HR policies to employees.

· Handling employees’ queries relating to leave, attendance etc.

· Facilitating efficient functioning of the office and offering support to the executives.
· Organizing travel arrangements and coordinating with travel agents for issuance of tickets.
· Ensuring constant stock of office consumable interims of groceries and stationery.

· Updating staff holiday calendar.
· Maintaining telecommunication system by following manufacturer's instructions for house phone and console operation.
Emirates Environmental Group 

March 2010 to May 2012 Position: HR and Administration Executive
Duties andresponsibilities.

· Assisting in managing the HR function, including implementation of employment policies, in the contexts of hiring, discipline, employment termination and leave management.
· Assisting in recruitment process – placing of job advertisements, filtering CV’s, inviting candidates for interview.

· Drafting of offer letters
· Orientation of new staff and ensuring all onboard process is implemented.
· Updating staff files and ensuring all visas and leave files in coordination with the PRO.
· Coordinating with Insurance Company in renewing staff Insurance Policies.
AXA Insurance  Nov 2009- Feb 2010 Position: CUSTOMER SERVICE- CALLS CENTRE

Duties and Responsibilities.

· Issuing and renewing motor, health and home insurance policies, 
· Receiving online payment for the above and dispatching the relevant document.

· Marketing the various products on phone and convincing clients to purchase especially during special promotions.

· Dealing with and help resolve any customer complaints and inquiries.
· Describing the benefits and coverage associated with different types of motor & travel plans and describing various exclusions. Interpreting the terms of individual policies and offering suggestions for consumers on how to go about comparing different covered options.
EDUCATION

Masters of Business Administration (MBA) United States International University -Africa 2006
Bachelor of Arts in International RelationsUnited States International University-Africa 1995      
Certificate of Training in Occupational Safety and Health Training for Supervisors     2008
Certificate of Training in Time Management      2007
Certificate of Training in Branch Banking   2007

COMPUTER SKILLS

Proficient in: Microsoft Office Applications – Word, Excel, PowerPoint, Project Plan, One note and Visio.
Experience with: SAP Human Capital Management (HCM)   version 6.0, Microsoft SharePoint Server 2013.
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