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 To work in an organization that would utilize my skills and abilities to be more effective and efficient in my line of work and also a company that would provide learning and growth opportunities through challenging and innovative work for mutual benefits along with prospect advancements.

· Worked as an Administrative, Project management & QHSE department secretary handling all aspects of office & department duties. Over 5 years of professional work experience in MNCs in providing administrative support functions to the top level management,

· An experienced Sales and Marketing person having 2 years working experience in Sales & Marketing field.  Having an outgoing personality and capable of handling any challenging jobs,
· Also worked as a Receptionist-cum-Telephone Operator on leave vacancy for Al Nasr Irrigation and Contracting Company in Abu Dhabi,
· Energetic, competitive achiever who can inspire and motivate team members & co-workers, successfully managing multiple priorities, and performing under pressure in a fast-paced, rapidly changing environment.

· Excellent communicator and fast learner.

· TECHNIP France Abu Dhabi (Dec 2013 – Jan 2015)
Technip is an MNC, headquartered in Paris. It is a world leader in project management, engineering and construction for the energy industry. 
PART (A)
Designation:  Executive Assistant to the COO, Region Middle East(3 months leave cover)
     Responsibilities and Duties:
· Calendar entries, arranging meetings & sending meeting invites on behalf of the COO. Also responsible for meeting room bookings and approvals of meeting rooms pre-reserved for the COO,

· Assisting the COO in drafting /editing project letters & memos as per COO’s instructions and sending the draft of the letters to the respective project managers for final issuance,

· Approval of all requests on behalf of the COO’s such as leave request, travel request, expense notes, invoices, general service request & IT request, 

· Entering of COO’s timesheets and authorizing the timesheets of project managers reporting to the COO,

· Assisting the COO in preparing the BOR (Business Operational Report) presentation on a monthly basis by collating the respective project related data from all project managers,

· Arranging monthly conference calls with site personnel and preparing the presentation and minutes of meeting for the same,

· Raising expense notes, booking of flight tickets, hotel booking & transportation on behalf of the COO. Liaising with the respective site personnel for arranging VIP pass at respective airports to avoid long queues,

· Coordination and arranging the yearly Project Management Seminar by liaising with the training department and logistics department for making the necessary arrangements. Assisted in  preparing the participants list, sending invitations, drafting the agenda and preparing the presentation,

· Coordination with HR for scheduling interviews of project managers & engineering managers with the COO and the project services manager respectively. Maintaining the updated database of project manager’s CV’s, 

· Arranging performance appraisals for the Project Managers reporting to the COO,

· Maintaining and updating of the project staff register,

PART (B)
      Designation:  Project Management Secretary
        Projects worked: 
(a) EPIC For Forward Mounted Base Project , Client: Qatar Petroleum (QP)
                                           (b) Halobutyl SABIC Project, Client:  Saudi Elastomers Project (SEP, KEMYA)



(b) ADMA Flares Modification & Revamp Project, Client: ADMA

                             (c) ADCO Al Dabbiya Phase III Project, Client: ADCO
     Responsibilities and Duties:
· Preparing outgoing letters as instructed by the Project Engineering Manager & Senior Project Manager and simultaneously updating the correspondence log register,

· Establish the project filling system both electronically in the Project Correspondence Database and hard copy filing,

· Distribution of incoming correspondences from client as per distribution list marked –up by Sr. Project Manager,
· Arranging meetings on behalf of the project manager,

· Collating the weekly  and monthly report from disciplines and forwarding the same for client review,

· Collating summary of weekly activities of disciplines,
· Update the floor layout plan by liaising with the building facilities coordinator for allocation of seats to project taskforce,
· Preparing reports of Engineering documents issued on daily & weekly basis. Preparing the engineering documents deliverables log and procurement register log for Project Director’s perusal,
· Arranging weekly toolbox talks,
· Preparing agenda, powerpoint presentation & minutes of meeting,

· Arranging logistics items such as stationary supplies, pantry items, general office requirements, IT request, access cards request as required by project personnel,

· Entering of timesheet details of project & site personnel in MCRS software. Forwarding expense notes of project personnel to the relevant cost controller,

· Coordinating with various departments and site personnel within the project for compiling project related documents for issue to client and electronically entering the same in the Document Data Base on Lotus Notes,
· Liaising with travel department for car rentals, air ticket bookings and accommodation contract renewals,

· Liaising with the Personal Relation Officer for procuring security passes & visas for project personnel visiting sites. Arranging medical check-up, health & safety induction course and Optima cards for project personnel undertaking site visits,
· Preparing supplier payment letters on behalf of the sub vendor.
________________________________________________________________________
· Lafarge India, Mumbai (September 2009 till August 2013)
Lafarge is an MNC company, headquartered in Paris. It is a world leader in building materials and has an established presence across all major cities and towns in India.  It is concentrating on three businesses-cement, aggregates and concrete. 
Designation:    (a) Senior Officer Secretary (2012-2013)    
                              (b) Officer Secretary (2009 –2012)

Responsibilities and Duties: I was working as an Executive assistant to 2 Vice Presidents and country head CFO handling administrative & secretarial duties
· Travel Arrangements

a)    Domestic & International ticket arrangements,

b) Hotel bookings, car rental arrangements,

c) Coordination with respective consulates for visa processing and documentation for foreign expats.        Preparing invitation letters for foreign expat’s visit to India,
d) Search for suitable vendors & negotiate with hotels and car rental agencies for corporate tie up.
· Calendar and Diary Management

a) Schedule, update & synchronize diaries of VP’s & CFO,
b) Schedule & confirm business appointments with clients and customers, 

c) Arrange trip planning, meeting arrangements & calendar scheduling.
· Communication

a) Obtaining customer feedback and maintaining the relevant database for customer complaints,
b) To manage communication with vendors/suppliers and key customers on behalf of the Company. Maintaining MIS report for entering Purchase Orders electronically,
c) Assisting the VP’s & CFO in their daily day to day activities, meetings, conferences. Making necessary arrangements & handling daily need analysis simultaneously,

d) Meeting and greeting visitors/clients on behalf of the VP’s & CFO,

e) Conducting Safety Inductions for Clients and Visitors. Attending monthly safety meetings and updating of Safety KPI’s in the safety Portal on Lafarge intranet website.
· Office Administration

a) Prepare & maintain VP's & CFO travel and monthly expense statement including driver’s salary statement & forwarding the same to Accounts Department for approval. Undertaking conversion of foreign currency for travel bill pertaining to overseas travel,
b) Typing of official letters, providing administrative functions,  arranging stationery supplies, 

c) Performing clerical duties such as filling, emailing, photocopying and faxing, business card scanning.

d) Undertaken a part of Industrial relation function such as entering of legal documents (factory license, contract license) in Lafarge Online Portal and also reminding the legal team of expiry of licenses,
e) Approval of purchase orders on behalf of the CFO on JD Edwards software and also assisted the CFO in conducting performance appraisals for the finance division.
· TECHNIP France Abu Dhabi (Dec 2007 to April 2009)
      Designation:    (a) OXY Engineering Services Project Secretary

                                      (b) Quality, Health & Safety (QHSE) department Secretary
Responsibilities and duties: I have worked in the capacity of Quality, Health & Safety department secretary and as well as project department secretary respectively.
· Typing official letters, faxes, and emails,
· Booking of airline tickets, arranging client meetings, preparing agenda and minutes of  meeting. Arranging stationery supplies & maintaining stationery register,
· Coordinating with various departments, preparing company documents and electronically loading in the project correspondence database on lotus notes,
· Entering man-hours of project personnel & filing regular correspondences. Maintaining of petty cash & preparing reimbursement statement,
· Preparing weekly and monthly report of ongoing project for client review,

· Drafting of Audit plans, audit report and audit summary prepared by company auditors for internal and external auditing,
· Maintaining of ISO 9001:2000, ISO 14001:2004 &  18001:1999 certificates. Preparing company documents and loading in the HAQ (Health & Quality) database.
___________________________________________________________________________________________

· Al Nasr Irrigation & Contracting Co (3 months)

Al Nasr Contacting Co is one of UAE's premiere engineering, procurement, civil, electrical, instrumentation, piping, mechanical, marine, irrigation and landscaping contracting companies’ 
Website: www.alnasruae.com
       Designation:   (a) Secretary

                                       (b) Receptionist cum Telephone Operator

Responsibilities and duties:
· Typing of official letters,
· Maintaining a record book for correspondences, sending letters, faxes and emails to clients,
· Handling filing system,
· Operation of telephone and fax,
· Sorting and distribution of personnel mail,
· Operation of telephone helpdesk. Attending to telephone calls and transferring/relaying messages accordingly to the respective personnel.


Worked as a Freelance Sales Promoter for Proactive Advertising & Consultancy Ltd for promoting various products in different outlets in Abu Dhabi, from the year 2004 – 2006.


· Certified Human Resource Manager (CHRM) from British Institute of Management Studies  in year 2013,       
· Diploma in HRM (Human Resource Management) with Distinction from Welingkar Institute of Management Studies in the year 2012,
· International Diploma in Office Administration & Secretarial Practice from University of Cambridge, U.K through Galaxy Computer Education and Training Institute, Abu Dhabi in the year 2005.

· Bachelor of commerce graduate with Second Class from Madurai Kamaraj University in the year 2008,
· HSSC (12th Grade) from Abu Dhabi Indian School, UAE in the year 2004.

· Certificate in Office Applications,
· Proficient in Windows Vista/XP, MS Word, MS Excel, MS PowerPoint, Lotus notes and Internet,
· Knowledge of JD Edwards.

	Achievement
	Awarding Company
	Work Accomplished

	Certificate of Appreciation
	Lafarge, India 
	Organizing activities for the safety week in June 2011 as a Safety Committee member

	Certificate of Appreciation
	Technip, Abu Dhabi
	Successful execution of project related work for the OXY Engineering project in Technip, Abu Dhabi

	Second best sales promoter for all over UAE
	Proactive Advertising & Publishing, Abu Dhabi
	Achieving target sales



Fluent in written and spoken English, intermediate working knowledge of Hindi (written & spoken) and
basic  Arabic – written and spoken.


Date of birth     :  17/03/1987
                                    

Marital Status   :  Married                         
Nationality        :  Indian                              
License              :  Holding a valid UAE driving license           

                              
Career Objective








Professional Profile








Professional Experience








Additional Work Experience








Professional Qualification








Educational Qualification





Computer Literacy








Achievements








Language Capability





Personal Information









