
Gulfjobseeker.com CV No: 1431234[image: image1.png]



Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php


Executive Secretary
Overview

Qualified secretary with over all ten years (2 years in UAE) of varied secretarial and administrative work experience and proven ability to handle and manage office environment; possesses effective organizational skills in addition to willingness to work above and beyond the call of duty.
Objective:
To obtain a position as a secretary in a people-oriented organization with a challenging environment, to achieve the corporate goals, and to maximize my secretarial skills and experience.

Competencies
· Amicable in nature 

· Efficient and cooperative 
· Good verbal and written communication skills. 

· Experienced in working under pressure and multitasking 
· Ability to efficiently work with MS Excel, PowerPoint, Word and Outlook 
· Ability to perform in depth research for projects when asked for 
· Excellent in performing administrative duties in a flawless manner 
· Hands on experience in handling office equipment’s such as photocopiers and fax machines.

Educational Background
· Successfully completed Graduation in Commerce faculty from Mumbai UniversitySuccessfully completed the Diploma course in Secretarial Practice from “Davar’s 

College of Commerce - 2001” 
· Successfully completed H.S.C. Examination from Mumbai State Board - 1999.

· Successfully Completed S.S.C. Examination from Maharashtra State Board-1997.
______________________________________________________________________
P.T.O
Extra-Curricular Activities
· Received Certificate of Merit for Tree Plantation Drive.

· Received Certificate during the Intensive Training Programme for Creativity, Social 

· Awareness & Interpersonal Relationship organized by the Department of Counseling, Personality Development and Value Education of St. Gonsalo Garcia College in the Academic Year 1999 – 2000 and 2001 –2002 for Best Camper – twice, Best Question, Best Answer, The Accurate Judgments of Emotion







Professional Experience
Secretary to 3 Managing Partners



(Feb. 2013 – Feb. 2015)
Company: Nimai Management Consultants  


Country: UAE
Key Responsibilities:

· Maintain office scheduling and event calendars.

· Composed, typed, and distributed meeting agendas and minutes, routine correspondences and reports.
· Travel Arrangements
· Set up and handled incoming mail and office filing systems.

· Collected and coordinated the flow of internal and external information.

· Managed office equipment and office space.

· Receive and interact with incoming calls and visitors.
· Supervise and train lower level staff

· Over-all administration of the office including purchase of stationery with proper

   negotiation and comparing rates with different sellers.

· Sending mass mails from the existing database of the company

· Handling Petty Cash payments, Vouchers, Invoices in absence of Finance Executive.

· Established the administrative work procedures for tracking staff’s daily tasks - MIS

ACHIEVEMENTS
· Learned to operate new office (Vtiger Operation) technologies as they were   

  launched and implemented - CSR, SMS Broadcast Etisalat

· Assumed responsibility of providing new employees with training and orientation.

_______________________________________________________________________
Secretary to thePresident & the CEO (German Nationality) (December, 2010 - Sept. 2012)
Company:Welspun Corp. Ltd. – Lower Parel (W), Mumbai     Country: India
Key Responsibilities

· Scheduling Appointments – India & Abroad
· Travel Arrangements with Accommodation, Visa 
· Keeping the track of payments of monthly bills against Credit Cards, Mobile Bills etc.  Visa & Currency Arrangements - Arranging the Visa renewals, Visa Letters, Documents required for International travel, arranging for the foreign currency etc. 
· Filing records of the Expenses Claimed, personal documents, Internal Letters, E-Mails etc.
· Coordinating with the Head of Departments at Anjar (Gujarat), Dahej, Delhi & Little Rock (USA) 
_______________________________________________________________________

Executive Secretary to thePresident & the Vice President (July 2006 - November, 2010)
Company: Tata Teleservices Pvt.Ltd. - Chinchpokli, Mumbai
  Country: India
Key Responsibilities
· Drafting Letters (Includes taking Shorthand, Self-Correspondence, and Covering Letters 
   for Invoices, Cheque, Etc.)
· Travel Arrangements
· Updating and maintaining the Day to Day MIS report.
· Coordinating with the Circle Heads, Coo’s & Regional Heads from time to time.
· Closing the KRA [Key Remote Area – Appraisals] documents annually from the Team [Includes Corporate Office, Regional Heads & Circle Heads].
_______________________________________________________________________
Secretary to the Regional Business Manager, Dealer Manager &the Commercial Head Company: Thermax Ltd. - Churchgate, Mumbai  
    (November, 2004 - July, 2006)
Country:India

Key Responsibilities
· Preparing Quotation, Proforma Invoice, Work Order or Purchase Order, Order Checklist for Different Divisions (Spares, Services)& maintaining records of the same.
· Travel Arrangements
· Registration of Dealer & Service Franchisee Claims for Pune & Mumbai Zone for ASC (ANNUAL SERVICE CONTRACTS) 
· To get the approvals from Service Engineers & Forward the Bills to Finance for Payments Coordinating with Sales Executives on Field by providing required information to them Registering a Complaint in case of replacement or Service required for Spares 

· Drafting Letters (Includes taking Shorthand, Self-Correspondence, and Covering Letters for Invoices, Cheque, Etc.)
· Preparing Agenda and Minutes of the Meeting.
Achievement :
· Learned to work and prepare MIS and updated records on daily basis
· Learned the different drawings of different boilers, refrigerators, spare parts and provide the same to respective Service Provider & Project Manager. 
_______________________________________________________________________

Office Assistant(June, 2003 – Nov. 2004)Company: H.D.F.C Bank LTD. – Versova Branch, Mumbai
Country: India
Key Responsibilities
· Attending walk-in Customers and solving all queries related to their depository 
   accounts with the Bank.  Processing of Delivery Instructions/ Request to ensure 
   timely transfer and facilitate smooth pay – in.

· Processing of Shares received for dematerialization and coordinating with 
  various departments to ensure smooth operation.

· Contributing to meeting targets and opening Demat Accounts and generating 
  leads for other cross-sell products of the Bank.

_______________________________________________________________________
Personal Vitae
Date of Birth



07th July, 1981
Linguistic Proficiency


English, Hindi, Arabic (Native), Marathi, Konkani
Marital Status



Married
Visa Status



Spouse Visa
References
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