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Contact Information
	
	

	Target Job
	

	
	

	Target Job Title:
	Executive Secretary

	Career Level:
	Mid Career

	Target Job Location:
	Dubai, UAE; Qatar; Riyadh, Saudi Arabia

	Career Objective:
	Secretarial Skill

	
	Strong communication Skills

	Target Industry:
	Accounting/Auditing; Computer/Software; Administration; Secretarial

	Employment Type:
	Employee

	Employment Status:
	Full time

	Target Monthly Salary:
	USD 1,500

	Notice Period:
	Immediately

	
	

	Personal Information
	

	
	

	Birth Date:
	2 August 1985 (Age: 29)

	Gender:
	Male

	Nationality:
	India

	Residence Country:
	Riyadh, Saudi Arabia

	Visa Status:
	Residency Visa (Transferable)

	Marital Status:
	Married

	Number of Dependents:
	2
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Experience (6 Years, 2 Months)
Executive Secretary
at Saudi Production Holding Co.
Location: Riyadh, Saudi Arabia
Company Industry: Manufacturing and Production
Job Role: Administration
June 2013 - Present
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· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, or presentation software 

· Answer phone calls and direct calls to appropriate parties or take messages. 

· Greet visitors and determine whether they should be given access to specific individuals. 

· Read and analyze incoming memos, submissions, and report to determine their significance and plan their distribution. 

· Perform general office duties, such as ordering supplies, maintaining records management database systems, and performing basic bookkeeping work. 

· File and retrieve corporate documents, records, and reports. 

· Open, sort, and distribute incoming correspondence, including faxes and email. 

· Make travel arrangements for executives. 

· Prepare responses to correspondence containing routine inquiries. 

· Provide clerical support to others departments if required. 

· Manage and maintain executives schedules. 

· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, Networking, etc., to produce correspondence and documents. 

· Devising and maintaining office systems. 

· Ordering and maintaining stationery and equipment. 

· Sorting and distributing incoming post and organizing and sending outgoing post. 

· Organizing and storing paperwork, documents and computer-based information. 

· Photocopying and printing various documents, sometimes on behalf of other colleagues. 

· Arrange and confirm appointments Handle incoming mail and other material. 

· Reporting on Executive / General Manager. 

· Receives / Send documents for transmittal to project site and other companies. 

· Proofreads and edits documents. 

· Sort, indexes, and files materials classification according to established procedures. 

· Answers varied inquiries, over the phone or in person, explaining policies and procedures and resolving routine questions or problems independently. 

· Types and records information in an office and answers follow-up inquiries concerning such records. 

· Creates and maintains complex filling systems primarily involving a variety of subject matter. 

· Work cooperatively and jointly to provide quality seamless service. 

· Performing various executive and administrative support duties that are highly sensitive and confidential. 

· Taking and transcribing dictation on confidential and technical matters from the executive or administrator. 

· Arrange travelling or local and international trips. 

· Maintenance of all office files and documents in good organization. 

· To handle any assigned task by the general manager that is within the scope of office work. 


Office / Accounts Assistant
at Saudi Automatic Laundry
Location: Jeddah , Saudi Arabia
Company Industry: Utilities
Job Role: Accounting/Banking/Finance
September 2008 - June 2013
To assist with the daily Cashier duties including raising cheques, reconciling statements and the reconciliation of petty cash claims
· Responsibility for maintaining the various Cashbooks ensuring all entries and transactions are recorded correctly 

· To provide accurate Journal Entries on a monthly basis 

· Assist the Management Accountants with queries relating to Regional/ Depot reports 

· Responsible for the reconciliation, payment, and journal Receipt posting with book 

· Doing other administrative duties where necessaries. 

· Cash Handling (cash, down payment and cash cheque receipt and billing) 

· Cash and cheque deposit in the bank 

· Collection & Posting of Post Dated Cheques 

· Current Cheque Posting 

· Petty cash maintenance 
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· Petty voucher preparation, parking and sending to Finance Dept. 

· Filing of credit Invoices 

· Daily control of cash and cheque 

· Coordination and follow up with Finance Department 


· Forwards information by receiving and distributing communication, collecting and mailing correspondence, copying information. 

· Maintains supplies by checking stock to determine inventory levels, anticipating requirements, placing and expediting orders, verifying receipt, stocking items, delivering supplies to work stations. 

· Maintains equipment by completing preventive maintenance, troubleshooting failures, calling for repairs, monitoring equipment operation, monitoring and purchasing meter fund. 

· Maintains office schedule by picking-up and delivering items using automobile. 

· Serves customers by backing-up receptionist, answering questions, forwarding messages, confirming customer orders, keeping customers informed of order status. 

· Updates job knowledge by participating in educational opportunities. 

· Enhance organization reputation by accepting ownership for accomplishing new and different request, exploring opportunities to add value to job accomplishments. 


Education
Bachelor's degree / higher diploma , B.COM
at Gujarat University
Location: Ahmadabad, India
Completion Date : April 2005
Grade: 48.5 out of 100

Specialties
Accounting Questions: 0 Answers: 0
Administration Questions: 0 Answers: 0
Computer Skills Questions: 0 Answers: 0
Document Control Questions: 0 Answers: 0
Executive Secretary Questions: 0 Answers: 0

Skills
Secretarial
Level: Expert | Experience: 5 years or less | Last Used: 1 month or less

Accounts Concept
Level: Expert | Experience: 5 years or less | Last Used: 6 months or less

Administration
Level: Expert | Experience: 1 year or less | Last Used: 1 month or less

cahier
Level: Expert | Experience: 5 years or less | Last Used: 1 month or less

storekeeping
Level: Expert | Experience: 5 years or less | Last Used: 3 months or less
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data entery

Level: Expert | Experience: 5 years or less | Last Used: 1 month or less

Languages
Urdu
Level: Intermediate

English
Level: Expert

Gujarati
Level: Expert

Arabic
Level: Intermediate

Hindi
Level: Expert

Training and Certifications
Computer Software & Hardware (Certificate)
Issued in: February 2008

Financial Accounting Tally (Certificate)
Issued in: June 2007

Office Automation (Certificate)
Issued in: July 2006
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