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Career Objective

A highly proficient executive with more than 25 years’ experience in events management, office management, administration, marketing  and legal services in diverse industries like continuous medical education and legal consultancy seeking a challenging and professionally rewarding position,  as Office Manager/Administration Manager / Office Administrator / Personal Assistant or Executive Secretary to contribute accrued expertise towards the qualitative enhancement of the organization.

Personal Attributes

· Ability to exercise a high degree of independent judgment and discretion in daily activities.

· Extremely effective in utilizing resources, reducing costs and improving processes.

· Capability of demonstrating a high level of professionalism, firmness and patience.

· Dedicated and willing to take on challenging roles, tough assignments and work to tight deadlines. 
· Versatile team player who will strive to excel in any work environment with integrity and attention to detail
Work Experience Summary





Jan 2008:   November 2014, Administration Manager, EduMed Training LLC, Dubai - UAE

1992 – 2007:
Executive Assistant to the CEO, Bharat Electric Trading Company, Kolkata, India 

1988 – 1992:
Practiced law in Bombay High Court, Mumbai, India

Work Experience





Jan 2008 – March 2015:  Events Manager, EduMed Training LLC, Dubai, UAE 

EduMed Training LLC, headquartered in USA, has its branch offices in Dubai and specializes in medical education and training. EduMed provides state-of-the-art Continuous Medical Education programs to healthcare professionals in the Middle East in association with renowned health institutions such as George Washington University and University of Virginia, USA

Responsibilities:

· Developing event budgets for the region to ensure optimal alignment with set objectives and P&L deliverables.

· Identifying new ways to increase branding and exposure.

· Directly responsible for the quality of content as well as financial success of all events

· Spearheading all aspects of the event management including research and confirmation of event venue ensuring event requisites are met
· Logistical arrangement for speakers. 

· Ensuring timely production of all printed materials, including hand-outs, certificates etc. for the event.

· Coordinating registration of event delegates (physicians from the region).

· Supervising on-site event arrangements such as management of registration desk, stage, sound/light set-up, delegate and guest relations, etc.

· Supporting the speakers to ensure delivery of lectures meets Edumed’s high standards and client satisfaction

· Conducting interactive session with the audience and the speakers by electronic voting

· Developing event outcome reports 

Jan 1992 – Dec 2007, Executive Assistant to the CEO, Bharat Electric Trading Co., Kolkata India

· Customer relations management (Service-based issues, complaints and queries from clients)

· Advising the management on legal matters

· Drafting agreements and contracts

· Recruitment of relevant vacancies in the organization (occasional)

· Management of managing director’s appointments, travel and daily communication.

· Management of client database

1988 – 1992, Advocate, Practicing Law in Bombay High Court- Bombay, India

· Interacting  with clients and advising them on legal matters

· Drafting plaints and filing court cases 

· Drafting conveyance, agreements

· Advising clients on Patent law.

ACADEMIC & TECHNICAL QUALIFICATION

· Diploma in Computer Applications, the Institute of Computer Engineering, Kolkata ,2002

· Bachelor of Laws, Government Law College, Mumbai University,1988

· Bachelor of Arts, S.I.E.S College, Mumbai University,1985

PERSONAL DATA:

Date of Birth      : 13th September 1965 

Profile
:
Female, Married 1 Child (18+)
Residence Visa
:
Husband’s Visa

Nationality
: 
Indian

Languages
:
English, Hindi, Urdu, Sindhi, Marathi, Gujarati and Bengali

Hobbies
:
Reading, Travelling

Driving License: 
Valid UAE driving license

