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Intent to utilize professional skills that I have developed in the last 24 years of my experience in the field of Secretarial, Personnel,Administration& chartering operations.  Seeking a challenging and responsible position to use my abilities and experience effectively and efficiently.

___________________________________________________________________

Key Skills:

· Secretarial & Personal Relationship

· Easily adaptable to different environment / working cultures and can work under pressure

· Well organized, self-starter, career minded with strong analytical skills and pro-active

· Highly interactive and communicative 

· Hardworking, Sincere, passion to learn new things and 
Professional Experience 

DBC Shipping Company, United Arab Emirates

Working in Chartering operations since October ‘2013

Roles & Responsibilities:

· Order circulation, updating clients contact details
· Communicating to principals, agents and responding to their emails, reminders, follow-up, 

· Submitting laytime calculations to principals, interaction with principals, agents and meeting ship owners, charterers, agents, etc.

· Sending introduction letters to new clients

· Developing new clients

· Worked with a team of well experienced and highly motivated shipping professionals
· Preparing Charter Party, freight Invoice & looking after Personnel and Administration files
Emirates Trading Agency LLC, Dubai, United Arab Emirates

Worked as Secretary from April 1999 to June 2013

Roles & Responsibilities
· Worked as Secretary in Executive Director’s office
· Handling all personnel and administration works of shipping department 

· Ensuring all communications are properly drafted and forwarded to concerned

· Travel arrangements of management and department personnel

· Company’s guest travel arrangements

· Organised big events like newbuilding signing, conferences and so many others.
Worked in India in various reputed companies
Secretary – from 1992 to 1997
Academic & Technical Credentials
Academic Qualification

Bachelor of Science  - Madras University, India

(Mathematics)
Technical Qualification

· Diploma in Computer Science

· Shorthand – 80 wpm / Typewriting – 100 wpm

Good knowledge in Windows NT and MS Office

Personal Dossier

Date of birth

: 23rd December ‘1968

Languages known
: English, Hindi, Tamil & Malayalam

UAE driving licence
 

Marital Status

: Married

