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A highly equipped Executive / Administrative Assistant with a rich experience in performing a variety of secretarial and managing support duties for internal & external customers.
Professional Synopsis

· An Experienced professional with rich experience in managing office Secretarial/Administration.

· An effective communicator with strong problem solving & organizational abilities
· Excellent ability to make administrative/procedural decisions and judgments
Skills and Proficiencies:
· MS Office / Outlook / Lotus

· Planning and Scheduling 

· Interdepartmental Coordination 
· Time & Expense

· All vendor related operations

Date of Birth:  7th September, 1975

Education:

· Bachelor of Arts – 1998 from Bundelkhand University, Jhansi

· Senior Secondary - 1995 from Carmel Convent School, New Delhi

Career highlights synopsis:
· Sabbatical July 14 to date (Family Time)
· August ‘13 till July ’14 employed as an Executive Assistant to the CEO & Lead Country Manager-India at ‘ExxonMobil Gas India Pvt. Ltd, Lodhi Road, New Delhi 
· June 2012 till July 2013 employed as an Executive Assistant to Senior Managers at Accenture Services Private Limited in Cyber City, Gurgaon 
· Since October 2008 till  June 2012 employed as a Front Office cum Administration Executive at The Boston Consulting Group (I) PVT LTD – Cyber City, Gurgaon 

· Since March 1997 to September 2008 employed as an Assistant Front Office Manager with The Taj Palace  Hotels & Resorts, New Delhi 
Career Highlights
July 2014 till date - Sabbatical (Family Time)
As my sabbatical progresses we have grown closer as a family. Seeing and experiencing a new culture, tasting new foods were the stuff that bonds us even closer together now. I cherish the time spent with my family and now look forward for a challenging environment, where I can contribute to the success of the organization with my rich experience.

August 2013 till July 2014 -  ‘ExxonMobil Gas India Private Limited’, Lodhi Road, New Delhi
ExxonMobil Gas India Pvt. Ltd (Gas & Power Marketing Company) The world’s third largest company by revenue, ExxonMobil is also the second largest publicly traded company by market capitalization. The company was ranked No. 5 globally in Forbes Global 2000 list in 2013. 

Designation: Office Manager / Administrative Assistant to the CEO & Lead Country Manager – India (An Expat-Korean National), ExxonMobil Gas India Pvt.  Ltd, New Delhi  

Key Deliverables:
· Provide administrative/secretarial support to GPM Manager/LCM

· Office management for India GMD office operations / Coordination of governance/business processes

· ExxonMobil LNG/upstream business and LCM function

· Upstream market development related activities

· Administrative support for EMGPM India CEO & office

· Country security management for such as visitor tracking, malaria prevention

· Procurement and payment for the office / Coordination of country’s P&GA activities

· Expat support for the manager

· Global & local EMGPM and EM employees and particularly admin. assistants

· External parties, such as customers, government authorities, embassies, service providers, vendors 
June 2012 till July 2013 – Accenture Services Private Limited in Cyber City, Gurgaon
 Accenture is a global management consulting, technology services and outsourcing company, with more than 249,000 people serving clients in more than 120 countries. 

Designation: Executive Assistant (assisting 8 Senior level Executives) 

Key Deliverables:
· Assisting Senior  Executives of various management in their day to day work, maintaining calendar, scheduling meetings, preparing proposals for ministries, arranging interviews, scheduling con calls, video conferences and Tele Presence.

· Claiming Time and Expenses of all the Executives, keeping the record for all the expenses claimed.

· Arranging for the Client meetings and trainings required for particular teams in the office.

· Arranging travel in terms of Visa, scheduling travel itinerary, arranging for cabs, hotel bookings, arranging offsite for teams.

· Looking after the procurement of office stationery business cards requirements of all the executives.

· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.

· Open, sort, and distribute incoming correspondence, including faxes and email.

· File and retrieve corporate documents, records, and reports.

· Prepare agendas and make arrangements for committee, board, and other meetings.

· Compile, transcribe, and distribute minutes of meetings.

· Coordinate and direct office services, such as records and budget preparation, personnel, and housekeeping, in order to aid executives.
October 2008 till  June 2012  - The Boston Consulting Group (I) PVT LTD – Cyber City, Gurgaon 
 BCG is a global management consulting firm and the world's leading advisor on business strategy. Founded in 1963, BCG is a private company with more than 75 offices in 42 countries.

Designation : Front Office cum Administration Executive

Key Deliverables:

Travel 
· Foreign Expat Management / Calendar Management  / Identify and meet internal and external customer needs through building effective relationships and coordinating quality responses to staff queries, liaising closely with Senior Stakeholders
· Visa & Passport application & related requests / Issued tickets (Air Ticket & Railway Ticket) for travel, accommodation vouchers, Booking the vehicles, and all relevant documentation Planned, prepared and cost itineraries for Staff members.
Finance Support 
· Expense reimbursement Management / Vendor invoice & payments / Petty cash management
Facilities Support
· Catering support – working lunch, team lunches etc / Maintain Food Service establishments, to the highest level of performance

· Maintaining the database and MIS for the department / Record keeping, responsible for all Quality Checks
· Stock and Inventory Management / Smooth execution of all Facilities related maintenance work

· Security Management / Coordination for all team building events, town-halls  / Housekeeping Service / Medical Emergency / Asset inventory
Internal Client Relationship Management
· Relationship building with internal clients, understanding their requirements and providing cost effective services.

· Excellent communication skills for internal service teams Keeping internal customers informed, educated and aware which is essential to help them run their operation as effectively as possible.

· Encourage direct conversation to explore possibilities, make suggestions & deliver any unwelcome news.
11 years of rich learning experience from March 1997 to September 2008 with The Taj Palace Hotels & Resorts  - Sardar Patel Marg, New Delhi
Taj Palace Hotel & Resorts, New Delhi, is the perfect embodiment of world-class service and hospitality. With its 402 well-appointed rooms and modern comforts, the hotel has played host to the heads of state, celebrities and high profile businessmen from across the world.  
Taj Palace has been awarded - Taj Palace; New Delhi receives the CNBC TV 18 International Travel Award for Best Business Hotel. - Jul-2007 
Designation :  Assistant Manager – Front Office  
Reservations
· Keep contact with the central reservations department, deciding new rate plans and organizing promotions.
· Handling Room Reservations/Cancellations calls & sending confirmations for the same.

· Ensure that the arrivals' checklist is updated daily and that inconsistencies are investigated immediately. 
· Keep accurate records of bookings on the hotel reservation system.
Client Relationship Management
· Handling Incoming and outgoing calls

· Relationship building with clients, understanding their requirements and providing services accordingly

· Interacting constantly with the clients to ensure effective and efficient solution to their concerns.
Team Leadership/Workforce Management
· Training team with the best practices / Taking daily briefing with the team for a motivated workforce 

· Maintaining shift statistics and taking corrective measures for variances from the planned schedules.

· Ensuring accomplishments of the set quality standards by the team / Give constructive feedback to the team on a periodic basis
Workshops/ Training Attended
· Excel Basics Training
· MBTI Training / Presence & Communication Skills

· Corporate Communication 
· Online Booking Tool 
· Visa Applications and procedures
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