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OBJECTIVE: 

To optimize the knowledge, talents and untapped potential that lies within me for the enhancement of my career and for the goodwill of your organization.

EXPERIENCES:

	Name of the Co.
	Designation
	Duration
	Job Responsibility

	KEMCO PROJECTS SERVICES CO.

(QATAR)
	Executive Secretary – CHAIRMAN
	May 2014 till date
	: Replenish Resources.

: Attending Meeting and generating Minutes

: Calendar / Diary Management.

:Monitoring emails / handling correspondence.

: Handling Clients/Appointments

	YARDI PRABHU Consultants & Valuers Pvt Ltd

(INDIA)
	Executive Secretary
	May 2011 to   April 2014
	: High Level administration & secretarial support.

:Handling of top & confidential correspondence

:Updating of Daily reports/retention/retrieval/transfer/disposal

	SIGMA PAINTS

(KINGDOM OF SAUDI ARABIA)
	Sales Engineer
	January 2011 to April 2011
	: Coordinating with clients.

: Generating quotations.

: Generating monthly/weekly reports.

: Acquisition of new clients.

	MASQUE TEXTILES

(INDIA)
	Executive Sales Secretary
	June 2000 to December 2010
	: Generating daily/weekly/monthly reports.

: Conduct various meeting, Noting Minutes of the meeting.

: coordinating various compliances.
: Email Administration.

	SHAREX & ZAIBUX

(INDIA)
	Executive Assistant
	May, 1994  to June 2000
	: Compiling Data

: Preparing Notices & Agenda.

: Calendar/Dairy  Management

: Facility Management.


EDUCATIONAL QUALIFICATION:
	Examination
	Board/University
	Year of Passing

	BACHELOR IN SCIENCE (CHEMISTRY)
	MUMBAI UNIVERSITY
	1990



	DIPLOMA IN NATUROPATHY            
	INDIAN COLLEGE OF

NATUROPATHY
	1991

	DIPLOMA IN ACCUPRESSURE            
	INDIAN COLLEGE OF

NATUROPATHY
	1991

	DIPLOMA IN MAGNET-THERAPY     
	INDIAN COLLEGE OF NATUROPATHY
	1991

	TEXTILE DESIGNER COURSE               
	SASMIRAS
	1997

	FITNESS TRAINER CERTIFICATE       
	ACE FITNESS INSTITUTE
	1998

	EXPORT MANAGEMENT COURSE     
	NATIONAL EXPORT PROGRAMMES


	1998

	DIPLOMA IN RETAIL MANAGEMENT
	KARMA RETAIL


	2007

	DIPLOMA IN WINDOW

APPLICATIONS
	PRIVATE
	2000

	DIPLOMA IN TALLY 5.4
	M Tech
	2007


 SKILLSETS    :  

· Well versed in MS office and Internet
· Multitasking abilities
· Highly organized & ability to work effectively individually or in a team/group environment
· Good interpersonal, correspondence and communication skills

PERSONAL PROFILE:

Date of Birth: 19/12/1968.

Marital Status: Married.

