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A highly accomplished, skilled and trained Lady with diverse experience of sixteen years in  the field of Administrative / Secretarial job profile where all my administrative, business and communication skills may be utilized in the best interests of the organization as well, and a challenging position to prove my skills and abilities by providing quality services.
CORE COMPETENCIES: 
· Possess excellent administrative, Secretarial & interpersonal skills.
· Superb multi-tasking ability in stressed environment.
· Exceptional adoptability and versatility.
· Dedicated and hard working.
· Highly skilled in managing time and organizing work priorities.
· Ability to perform tasks under minimal supervision.
· Possess excellent communication skills over English General Correspondence and pleasing personality.
· In-depth knowledge of various computer applications with good typing speed Typing 40/50 W.P.M (Eng. Med.).
· Familiar with the formal and informal departmental standards, goals, policies and procedures.
· Knowledge of customer relationship management and contact management systems.
· Ability to take good decisions and handle multiple tasks.
· Capability to meet deadlines and work under pressure.
· Discretion and understanding the need for confidentiality.
· Maintaining Record and files.
· Updating & reporting of the details job.
· Fixing the appointments.
· Bookings (ticket & hotel)
· Preparing the minutes of the meeting.
· Handling high volume of calls and managing every customer service features of industry.
· Planned meetings for employees.
· Outstanding organizational, scheduling and time administration skills.
· Experience writing cover letters and the client contracts.
· Objective driven hard worker with strong managerial skills and comprehensive oriented.
· Outstanding problem solver; determined situations efficiently.
· Managed customer queries and objections in a proficient manner.
PROFFESSIONAL EXPERIENCE:
· Presently working in Pran Foods limited – ajman (dubai) since 2nd June 2013, as secretary TO MANAGING DIRECTOR.
Looking after the day-to-day activities of Managing Director & reporting directly to him, scheduling of Department Heads & Visitors meetings. Noting the Minutes of Meetings & emailing the contents to the Board of Management Team members, collecting the weekly reports of individual Heads as assigned jobs report. Drafting of Business letters, tracking of scheduled periodical meetings & attending the Board of Management meetings. Streamlining the Air Ticket bookings, Hotel Bookings etc.
· worked with baroda heart & multispeciality hospital as a receptionist – since Jan'2012: feb-2013.
· Worked with M/s. JHAGADIA COPPER LIMITED – JHAGADIA – District: Bharuch, as a Receptionist – Since Dec’ 2007: Sep’2010.
Handled overall Reception work with EPABX system, Faxing, Courier inward / outward entries, Filing system.
Worked with M/s. KLJ ORGANIC LIMITED – JHAGADIA – District: Bharuch, India, (Previously) as a Receptionist (Promoted) Sr. Assistant Commercial – Since May’2005:2007 – 2010:2012. 
Excelled in role requiring the ability to handle a variety of customer service and administrative tasks and resolve customer issues with expediency. Demonstrated proficiencies in telephone and front-desk reception within a high-volume environment. Calmed upset/angry customers researched and rapidly solved problems and rebuilt client trust to prevent the loss of key accounts. Led "cleanup" of company database and files. Restored organization to personnel, financial and operational records and accelerated data input, processing and retrieval times. Consistently praised by management for the quality and timeliness of reports, attention to detail, exemplary customer service delivery and team-player attitude. Controller of Finance and direct reports. Responsible for general ledger and all financial operations. Maintained and updated attendance records of 20 departmental personnel. Organized details of agendas, meetings, itineraries, travel arrangements and expense reports. 
· Worked with M/s. VARDHMAN ACRYLICS LIMITED - JHAGADIA – District: Bharuch, India, as a RECEPTIONIST: Mar’2000 – Jan’2002.
Responsible for the provision of an efficient and effective reception service, and for administrative support to other staff as directed by supervisor. Greet visitors, ascertain the nature of their business and divert them to appropriate locations. Handling of EPABX system, Faxing, Emailing & general filing work.
As appropriate, devise and adapt improved work methods and procedures to accomplish work assignments. Perform other related duties as assigned.                                                                    
General Education:-
· Diploma in Business Administration – NATIONAL INSTITUTE OF INDUSTRIAL RESEARCH & DEVELOPMENT – MADRAS (INDIA) – SEP’1996. 
SPECIALISING IN:
· ELEMENTS OF ORGANIATION & MANAGEMENT
· OFFICE MANAGEMENT & OFFICE CORRESPONDENCE
· INDUSTRIAL PHYCHOLOGY
· LABOUR WELFARE & LABOUR WELFARE LEGISLATIONS
· High School From: NATIONAL OPEN SCHOOL’ 1996 (ENGLISH MEDIUM)
· Intermediate (10Th) From: HOLY ANGEL’S CONVENT SCHOOL – BHARUCH, GUJARAT – INDIA (ENGLISH MEDIUM)’1993
Professional Education:
· WORD *REL 5.0 - U.C.CENTRE-DOHA QATAR,1990
· ENG. TYPING 40/50 W.P.M - GUJ.SEC.EDU.BOARD’1993
· DIPLOMA IN COMPUTER SCIENCE – LAKHOTIA COMPUTER CENTRE – BHARUCH, GUJARAT – INDIA’1997
· MS OFFICE 97 FROM: NIIT BHARUCH, GUJARAT – INDIA (ENGLISH MEDIUM)’1997.
SOFTWARE SKILLS:
ms-word – ms-excel (UPDATING SELF WITH NEWEST VERSONS, networking / browsing, ms-outlook, powerpoint.
Personal Achivements:
· Stood 2nd in Middle East GULF AIR (DOHA – QATAR) drawing Competition.
· Got certificates in Regular attendance, dramatics, essay competition, poem recitation & Sports. 
Personal Details:
Date of Birth:

11Th September, 1975
Marital Status:

MARRIED
Languages Known:
ENGLISH / HINDI / GUJARATI (SPEAK/WRITE/TALK)



Fair knowledge of (ARABIC / MALAYALAM) 
I hereby declare that all the above information is true to the best of my knowledge.

