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AREAS OF EXPERTISE
Administrative Responsibilities 


HR Policies and Procedures 

Documentation and Coordination                                         Corporate Communication
KEY SKILLS
Team Player – Energetic and self-motivated team player with an ability to deliver quality performance in evolving environments. Capable of handling individual assignments with minimum supervision.

Interpersonal and Communication Skills – Excellent verbal and written communicator with ability in effectively interacting and working with people.    

CAREER CONTOUR
Executive Secretary to the Managing Director / Administration.

[Structural Steel Fabricators]             
Ras Al Khor Indl. Area, Dubai.
01st May 2008 –  31st March 2015.
· Providing Administrative Support related to overall Office Functionality & assisting the Managing Director.

· Handling Local and International Flight Bookings & Hotel Reservations for the Managing Director.

· Participate as needed in HR Work i.e. Trade License Renewals, Ejari, Applications for New Visas, Renewal of Visas etc.

· Providing support to other members during busy periods and in case of varying workload. 
· Support the Estimation Department by preparing Sales Quotations.

· Maintaining high level & confidential files, records and other legal documents of the company and regularly maintaining an organized functional filling system of all general files to facilitate easy access for others.
· Self correspondence in response to client inquiries and follow ups. 
· Maintain a regularly updated database of all the suppliers, clients and other contacts for mailing and easy communication purposes.
· Check all incoming emails forwarded to the general email ID based on urgency, priority, confidentiality and route the same to the concerned departments.
· Acting as central fax operator and receiving all general faxes forwarded at the company’s central fax system, and route inquiries, quotations and other incoming fax correspondence to the concerned departments while maintaining a written record for the same.
· Preparing Airway Bills, sending, receiving, recording and distribution of couriers to the concerned Departments.

· To document / record information, scanning, all paper work, and to perform day to day administrative tasks. 

· Preparing Material Requisitions & managing procurement of all office supplies, office equipment & consumables as per the office requirements & within the budget assigned and dispense the supplies required for regular administration works.

· Managing the maintenance of the office premises and all office equipment.

· Keep a regularly updated register of all international calls for accounts purposes.

· Develop and maintain constructive and cooperative working relationships with other departments.
Executive Assistant to the Editor of Inside Outside (BIPL).
Business India Publications Ltd., 
Ballard Estate, Mumbai.
May 2007 – April 2008.

               Business India Group’s Publication INSIDE OUTSIDE, India’s leading Design Magazine:

· Self-correspondence, attending to telephone calls, in charge of office administration i.e. handling petty cash, preparing cheque / cash payment vouchers, computer operating, sending and receiving emails.

· Maintaining a Database for all material received for the Magazine which includes both visual and written material and helping the Editorial and Design Departments with following up on Projects.  

· Maintaining the Accounts of Contributors and keeping records of the office expenses including liaison with the Accounts and HR Department.     
· Acting as a Coordinator and maintaining communication between Architects, Designers, Writers and Photographers, with the Magazine’s Editor.                  
· Inter office coordination and correspondence.
Counter Supervisor – Air Reservation & Ticketing.

Travel Forte,
Colaba, Mumbai.
Feb 2004 – May 2007.
· Looking after Corporate Clients like Benett and Coleman, Times Now, Glencore, OG Corporation, Shensei Bank etc and assisting them with their international and domestic air reservations, automated ticketing, e-ticketing and net ticketing.

· Coordinating and self correspondence with the clients for travel related queries and making detailed itineraries as per their requirements.

· Handling large group movements, i.e. getting group fare quotations and negotiating the fares with different Airlines, preparing comparative fare statements for the Clients.

· Briefly worked as an Implant in Benett and Coleman, Head Office, Fort, independently handling the Travel Desk and assisting different departments like WWM, Times Internet, Times of Money, Times Response, Times Music, Brand Equity etc.

· Maintaining an environment to encourage colleagues to work together as a team. 
Travel Executive – Air Reservation & Ticketing.

Y S International Travels & Tours (Branch Office),
Belapur, Navi Mumbai.
               May 2002 – Jan 2004.  
· Independently handling and assisting corporate clients like Konkan Railway Corporation, Parker Hannifin, State Bank of India, Bank of India, UTI, Shriram Finance, Sacmi Impianti etc. with their reservations, ticketing and other travel related services.

Travel Executive – Air Reservation & Ticketing.
Rashmin Travels,
Mulund (W), Mumbai.
Jun 1998 – Apr 2002.
· Assisting Corporate Clients like Tata Liebert, Kilburn Engg., Phar Pharmalab Filtration, Aplab etc. as well as walk-in clients and sub agents with their reservation and ticketing.  
· Coordinating with clients and the Airlines for group bookings.
· Coordinating with the service providers for provision of services to the clients on their Domestic travel.

· Preparing invoices, credit notes, monthly accounting statements, and follow-up of payments with clients.

SCHOLASTIC PORTFOLIO:       
	Educational Qualifications / Courses
	Year of Passing
	Institute/College/University
	Class Obtained

	ISO 9001 : 2000

Internal Auditor Training
	Aug 2008
	TÜV Middle East, Dubai. 

Member of  TÜV NORD GROUP
	-

	Diploma in PC Applications.
	1998
	karRox Technologies Ltd, Mulund.
	A Grade

	Diploma in IATA / UFTAA Standard Course (Paper I - II).
	1998
	International Air Transport Association, Geneva, Switzerland
	75.00%

	Diploma in Airline Travel & Tourism Management.
	1997
	IITC Institute, Ghatkopar, Mumbai.
	76.00%

	Bachelor of Commerce.
	1996
	Mulund College of Commerce, Mulund, University of Mumbai.                                                              
	Pass

	Higher Secondary Certificate.
	1993
	Mulund College of Commerce, Mulund, Mumbai Board.
	Second

	Secondary School Certificate. 
	1991
	St. Mary’s Convent Girls’ High School, Mulund, Mumbai Board.
	First


 TRAVEL TRADE SHORT TERM COURSES CONNECTED WITH COMPUTERISED RESERVATION SYSTEM (CRS):
	S.no.
	Course
	Institute

	1.
	SABRE
	Air India Ltd, Kalina, Santacruz, Mumbai.
	Holding Certificate

	2.
	GALILEO
	Galileo House, Churchgate, Mumbai.
	Holding Certificate

	3.
	AMADEUS
	Amadeus India, Mahalaxmi, Mumbai.
	Holding Certificate

	I.T SKILLS
	Proficient with Microsoft Word, Microsoft Outlook.

Proficient with the Internet Explorer (Surfing, Information gathering, Email etc.)

	LINGUISTIC SKILLS
	Speak/Read /Write - English, Hindi.

	CORE COMPETENCIES
	Exceptional Work Ethics + Pleasing Personality + Time Management.

	PERSONAL INFORMATION:

	Date of Birth
	04th November, 1975.

	Nationality
	Indian

	Marital Status
	Married 

	Visa Status 
	Employment  Visa
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