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Seeking an Executive Administrative Assistant position in your organization to utilizing my strong management skills to secure an Executive Level position in a high growth company with significant advancement opportunities and achieve a dynamic and challenging career. 
UAE Experience 2 + years
Total Experience 9 + years
	    Professional Experience

Holiday Inn Downtown Dubai

InterContinental Hotels Group

May 2011 to June 2013                                                  

Secretary to General Manager 
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· Provide executive-level administrative support to General Manager.
· Manage General Manager Appointments and travel arrangements.
· Liaison between all departments to ensure proper communications and reporting practices.
· Handling incoming calls for Executive Office.
· Respond to email enquiries from the public, owning company and head office.
· Preparing and distributing Minutes of meeting.
· Maintaining a proper filing system.

· Prepare memos, letters and presentations.
· Managing Head of Department’s (Duty Manager’s) Duty Roster.
· Promptly reply to Guest Complaints received from IHG Guest Relations.
· Replying and responding to Trip advisor and Hotel Website
· Handling reports. ( Quality Evaluation Management, Guest Resolution Tracker, ect)
· Handling Guest VISA process.
· Preparing Daily Mail Check Receipt.
Cross Training with HR Department:
Interviewing & Selection and Recruitment, HR Administration, Employee Relations, Training Needs Analysis, Motivation,  HR Best Practices, Corrective and Disciplinary counseling, Staff Accommodation & Facilities Management.
Responsibilities Handled as a Quality Leader:
· Crisis Manual Preparation and Update.

· Guest Room Inspection (Room ready to arrival) to make sure all standards are met.
· Making Courtesy call.

· Checking Brand Safety Standard Self Assessment and ensuring all the departments have been incompliance with all the points.

· Handling and updating Management Action Plan in Quality Evaluation Management.

· Ensure all departments briefing 10 minutes trainer and poster to the team and keeping the record of training attendance sheet.

· Ensure all Head of Department checking & maintaining the record of monthly Risk Assessment check list.

· Up to dated with New Brand Standards.

· Ensured Hotel is in compliance with all the points mentioned in IHG Forms.

· Fire Drill Report preparation.
Trainings completed
· Crisis and Incident

· Fraud

· Fire Safety

· Security

· Food Safety

· Health & Safety


	Accenture Services Ltd    ( MNC )

 Nov 2007– Feb 2011

 Process Analyst (SME) cum Admin Support (2008-20011)
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· Pre-screening/reviewing of legal agreement for new business.

· Time sheet consolidation and Input.

· Manage Email response to Account support, Sales and Customer.

· Set up calls on timely basis for improving the quality of the service.

· Maintaining day to day production tracker.

· Handling reports.

· Prepare and assign the work plan to team to meet the TAT.

· Resolving disputes raised buy customer.

· Handling escalation through WCS/BU/Sales and customer

· Generating Invoice.
         Senior Process Executive     (2007-2008)
· Create maintenance service contracts in CFS (Oracle 11i) and serve as a single point of contact for the accounts handled for Entitlement and Billing.

· Perform research for processing MAC activity, Cancellation, Contract creation for new orders, Contract renewal, Billing.

· Handling reports like IDTR, RAR, and Backlog.

· Direct interaction with Account support in UK office through email, chat and calls to maintain quality.

· Preparing ready recon documents for accounts.

· Giving knowledge transfer to new joiners.

· Good Cooperation with team members.

ACHIVEMENTS:

· Have won the Summit awards Numero Uno for the contribution towards People Development and commendable power as a Business Operator.

· Was chosen for Global account transition from Prague based on the excellent performance in handling UK accounts.

· Have received several appreciation mails from client for the exemplary work done in completing the task and maintaining the stringent TAT.



	First American Corporation (MNC )

July 2006 – Nov 2007

 Process Executive     
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· Confirm all processes are complete on the file and file is ready for distribution to the customers.

· The final delivery of package to Customer as per the request through E-mail and Fax

· Team will send the requested reports and/ or supporting documents to customers as per the request through one of the delivery methods we use.

· 1st & 2nd Level quality checking according to the standard rules provided by client.

· Maintained the Task Sheet Daily & Monthly.
· Time Sheet (total time expenses per day).

· Daily Task details with time estimated.
        Artha Health Options Pvt Ltd
        June 2005 – July 2006

          Customer Sales Representative
· Promoting product & selling the product which provide solution on preventive health care.

· Promoting Artha product making calls to the client regarding the Artha product.

· Achieving sales target providing good product to customers.
       TATA AIG Insurance 
       Mar 2004 – June 2005
        Telemarketing Executive  
· Achieve the sales Target
Skills
· Excellent interpersonal skills

· Organization Skill

· Time Management Skill
Micro Soft Office skills          
Education Qualification:

· Bachelor of Computer Application (BCA) from Bangalore University, Bangalore, India from Jun 2000-June 2003.

· Pre Degree Certification (PDC) from Mahatma Gandhi University, Kerala, India, 1998-2000.

· Secondary School Leaving Certificate (SSLC) from Kerala Board, India in 1998.



	Personal Information:

· Nationality                     :          Indian

· Marital status                 :          Single

· Date of Birth                   :         17-Aug-1982
· Language Known          :         English, Hindi & Malayalam.

· VISA                                 :        Visit VISA. 
· Last Salary                       :         6000 AED/month
· Expected Salary              :         8000 AED/month


I hereby declare that the above furnished details are correct to the best of my knowledge and belief.                                                                                                                        

                                                                                                 Trigy 
