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A highly efficient and competent secretary having huge experience,well-presented and highly personable. Excellent organizational skills, efficient and methodical with a good eye for detail. Keen to find a challenging secretarial position with a successful and ambitious company that offers opportunities for career development and advancement. 

PROFESSIONAL BACKGROUND of (13 yrs.)
M/s. RAK Ceramin–1stAugust 2014 to 15thMarch 2015 worked as ExecutiveSecretary.

· Make travel arrangements for executives.
· Prepare agenda & make arrangements for meetings.

· Attend meetings in order to record minutes.

· Manage & maintain executives’ schedules.

· Prepare Invoices, reports, memos, letters using word processing.

· File & retrieve corporate documents records and reports.

· Prepare responses to correspondence containing routine inquires.
M/s. Mabani Steel (RAK) – 6th May 2014 to 8th July 2014as Temporary Operation’s Secretary.   

· Was reporting to Operation’s Manager and assistance to Time Office.

· Conducting Production Progress meetings & follow up.

· Maintaining online In/Out register for production work force.

· Assistance to HR payrolls.

M/s. RAK Minerals & Metals Investments(A part of RAKIA) - May 2008 to March 2012 worked as Secretary.

· Scheduling of all the appointments, meetings and Business Trips which are related to MD/GM.

· Conducting Weekly Meetings & Preparing Minutes of the Meeting.

· Maintaining the Tour Reports and payment requisitions related to travel and other expenses during Business Trips.

· Coordinating with other departments & Country heads for production report.

· Assisting HR in Pay-Roll, Insurance, Settlement, LOP, Day to Day issues.

· Assisting Admin - Maintaining records of credit card, keys, mobile, elect, water, parking, petrol slips.

· Handling Petty Cash and sound accounts knowledge.

M/s. GBA Products Co. Ltd. (JAFZA-Dubai) – June 2006 to March 2008 Worked as Office Administrative Assistant.

· Estimation & Costing of various Marine related items.

· Tendering & Subcontracts with suppliers.

· Follow up with suppliers for the delivery of the goods as scheduled.

· Billings & Payments follow ups with principals as well as suppliers.

· Making ultimate efforts to convert each “Enquiry” into an “Order”.

· Keeping proper documents control. Time & Office Management.

M/s. Al Amin Contracting & Maintenance W.L.L. (Kingdom of Bahrain) – January 2001 to February 2004 worked as Secretary. 

· Was directly reporting to GM & MD of the company.

· Keeping proper track of all the meeting schedules of the bosses.
· Sorting out each enquiry, quotations, orders into respective categories / department wise e.g. cast aluminium, wrought iron, structural, civil etc.

· Payment Follow ups.

· Maintaining all the records related to the jobs as categorised.

· Retaining & controlling all the documents related to jobs.

M/s. Anujay Agencies (Goa) –January 1999 to October 2000 worked as Secretary.

· Handling the total office independently. 

· Keeping all the documents in control. 
· Stock inventory, preparing reports of sales. 

· Follow up for the collections.







M/s. ShapoorjiPallonji&Co.Ltd. (Bangalore) - January 1998 to June 1998, worked for Smithkline Beecham Project as Data entry operator.

· Site office Managing.

· Controlling of the site office independently.

· Preparing the minutes of meeting held with consultant & the sub-contractors.

· Billing of the running project.

· Follow Up with consultant for the approvals & payment certificates.
M/s. NaguendraBalShurshrushalaya (Goa) – May 1997 to August 1997 worked as Receptionist.

· Handling Phone calls.

· Handling total accounts.

M/s. ShapoorjiPallonji&Co.Ltd. (Mangalore) - March 1994 to July 1995 worked as Clerk / Typist for their Mangalore Refinery & Petrochemicals Limited, Mangalore Project.

· Controlling of the site office independently.

· Preparing the minutes of meeting held with consultant & the sub-contractors.

· Billing of the running project.

· Follow Up.
EDUCATIONAL BACKGROUND
· XII Commerce – March 1991.

· Diploma in Stenography & Private Secretarial Practice– December1993(A Two Years Sandwich Pattern Course).

· Diploma in Office Automation.

· Tally Financial Accounting.

· Telephone Operating cum Receptionist.

· ISO 9002

· Proficiency in Microsoft Office.

PERSONAL BACKGROUND

Nationality 

:
Indian
Date of Birth

:
22/05/1971
Visa Status

:
Residence Visa

Permanent Address
:
GOA - INDIA

Marital Status

:
Married 

