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	Executive Secretary
	

	Personal Statement
	
	

	
	Career Summary:
	


“I feel that my greatest strengths are firstly my willingness to take responsibility for all the Secretarial/administrative duties within an office. Secondly my ability to quickly understand my employers needs and goals, and thirdly my positive attitude to dealing with any problems that I may come across.”


I am an energetic, ambitious person who has developed a mature and responsible approach to the task that I undertake, or situation that I am presented with. I believe that, with an experience of 4 years in providing effective and comprehensive support to senior executives including CEO and company president, I could come up with positive color irrespective of situation. I also recognize that I already possess highest degree of integrity, supported by a flawless record maintaining confidentially. Excel in turning disorganized environment into smooth-running and overhauling administrative processes to improve accuracy and efficiency.
Currently looking for a suitable position in a reputable company.
Personal Details
DOB: 27/01/1990
Nationality: Indian


Professional Experience:
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Saturn Overseas Trading LLC, DUBAI
SECRETARY/OFFICE MANAGER
Feb 2013 - Present
Responsible for ensuring the highest standards of administrative processes & corporate governance are both promoted and maintained, so that the business operates efficiently & in accordance with all statutory and legal provisions.
Passport Details
Duties:
· As Secretary/Office Manager for Saturn Overseas, I fully manage 
	
	
	
	company-wide  secretarial  functions  including  accounting  and
	

	
	
	
	reporting  function,  as  well  as  weekly  payroll  for  all  salaried
	

	
	
	
	employees.
	

	Date of Expiry
	: 13-12-2022
	
	
	

	
	
	Work along with external auditor in providing in-depth assistance
	

	Place of Issue
	: Kozhikode
	
	

	
	
	
	with periodic cooperate audits.
	

	Visa Status
	: Husband
	
	
	

	
	
	Establish  and  maintain  Human  Resource-related  employee  files
	

	
	
	
	

	
	
	
	reflecting salary increases, benefits, payroll reception and exercising
	

	
	
	
	
	
	

	
	
	
	
	high level of confidentiality.
	

	Personal Skills
	
	Assisting procurement Department in the process of purchase and
	

	
	
	
	
	supply of all procured items & services, reviewing all contracts /
	

	
	Professional judgment
	
	agreements  and  Making  recommendations  &  advising  senior
	

	
	
	
	management on all purchasing issues.
	

	
	Leadership skills
	
	
	

	
	
	
	Developing  &  implementing  admin  policies  &  procedures  to
	

	
	Decision making
	
	
	

	
	
	
	improve efficiency
	

	
	Problem solving
	
	Providing   advice   to   colleagues   and   senior   managers   on
	

	
	Excellent communicator
	
	administrative matters.
	

	
	Resource management
	
	Negotiate and enforce collections to recover funds and expedite the
	

	
	
	
	
	clearance on delinquent accounts.
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Areas of Expertise 

· Secretarial/Administrative support 
· Planning corporate events and meeting. 
· Handling HR Responsibility 
· Developing policies and procedures. 
· Performing accounting functions. 
· Minute taking 
· Payroll processing 
Professional
· Microsoft Suite 
· Tally 
· Peach Tree 
Educational Qualification
Master of Commerce (M.Com)
MG University, Kottayam Kerala, India 2010-2012
Bachelor of Commerce (B.Com) Specialization in Finance
Calicut University, Calicut India 2007-2010
AISSCE (12th STD) Commerce
Kendriya Vidyalaya No. 1, CBSE Calicut, India 2005-2007
AISSE (10th STD)
Kendriya Vidyalaya No. 1, CBSE Calicut, India 2004-2005

Elite Career Guidance Center, India
OFFICE ADMINISTRATOR
June 2012–Jan 2013
Responsible for all the administrative processes within the Office, as well as providing general secretarial support to enable the smooth and effective running of the office.
Duties:
· Developing & implementing admin policies & procedures to improve efficiency and Overseeing the smooth and efficient running of all aspects of the office. 
· Involved with recruitment; dealing with ad responses, sourcing potential candidates and arranging interview’s. 
· Coordinating and communicating activities for the Office, including all employee events. 
· Overseeing the payroll function to ensure it is complete, accurate and timely 
· Organizes and accurately maintains fillings system of confidentiality information. 
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Key Skills and Competencies:
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Secretarial skills
· Strong organizational and time management skills. 
· In depth knowledge of secretarial software, Outlook, Microsoft Excel and Word. 
· Very high standard of English, grammar, punctuation and spelling. 
· Trustworthy and able to work in highly confidential environments 
· Having a fast and accurate typing speed (min 70 wpm). 
· Excellent presentation, interpersonal & communications skills - both written & oral. 
· Ability to accurately maintain computerized and manual filing/documentation systems. 
Professional skills
· Dedicated to the job with a strong drive to succeed and a can-do attitude 
· Strong listening and questioning skills. 
· Ability to spot issues and opportunities before others 
· Strong work ethic; self-starter; results orientated. 
· Able to handle sensitive and confidential situations 
· Operating complex and standard office equipment 
· Providing direction and guidance to all office staff 
REFERENCES – Available on request
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