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OBJECTIVE
To work in a position which demands excellent contribution towards Secretarial and Support Services skills in key fields associated with office management, scheduling, prioritizing and maintaining office data-base.
SKILLS :
· Meticulous 
· Time management

· Team Working skills
· Good listening skills

· Excellent Organization Abilities
· Politeness and Professionalism
· Quick and efficient

· Strong linguistic skills

· Flexibility and a willingness to undertake varied responsibilities 
working alone or as part of a team.

· Excellent typing skills with the ability to draft own correspondence
· Ability to deal with pressure

· Maintaining Confidentiality 
· Good Interpersonal and Communication skills
Major Responsibilities/Profile:

Some of the major achievements in this role were/are as follows:

· Multiple Interface Management for MD/CEOs office, International Marketing Business 

· Devising and maintaining office systems, including data management and filing;

· Meeting and greeting visitors at all levels of seniority. 

· Taking down dictation, drafting letters, taking care of inward/outward correspondence independently.

· Liaising important communication of MD/CEO’s office to the concerned Departments, with Clients and other Suppliers/Vendors.

· Scheduling Business meetings, coordinating appointments and handling travel arrangements such as visa’s, tickets, hotels, car pick up and drop to and fro Airport/destinations for MD/CEO and implementing a monthly process of preparing Tour & Expense Reports within periodical deadlines after completion of travel.

· Maintain Scheduling and Team Member’s tracking system within the Dept., co-ordinate information flows and provide regular feedback to the internal and external contacts. 

· Co-ordinate travel, accommodation and other logistics arrangements for CEO/MD, Guest-Buyers coming from Overseas and within India & Team Members including processing requisitions for office requirements.

· Work closely with Team Members and demonstrated hands-on working style in completion of assignments. 
· Deputizing for the MD/CEO, and being involved in the decision-making decisions process and delegating work to others in the manager's absence.

· Maintain daily calendar such as organizing and maintaining diaries and making appointments) for MD/CEO and Sr. Executives within the department. 

· Ensure all personnel files of MD/CEO’s and Dept. Employees are updated, kept confidential and filed accurately.  

· Conducting basic HR and Administration duties such as introducing new employees to the dept.,etc./co-ordinating with hotels/transport agencies and negotiating rates for Guest/Executive stay/travel.

· Dealing with incoming email, faxes and post, often corresponding on behalf of the MD/CEO

· Screening phone calls, enquiries and requests, and handling them when appropriate;

· Online Internet Sales/Video Conferencing/Tele Conferencing.

· Taking care of stock of company’s product.

	EXPERIENCE :

	· Feb 2012 – Dec 2014       Wearit Group of Companies, India (Kolkata)
                                       Personal Assistant to Managing Director 

· Feb 2010 – Dec 2011       Emami Limited, India (Kolkata)
                                      Confidential Secretary to CEO, International Mktg Div.

· Dec 2006  -  Dec 2009      Nass The Group – Bahrain
                                       Personal Assistant to the General Manager–HR & Admin.

The UB Group – India, (Kolkata & Bangalore)

· Jun 2005  -  Nov 2006       McDowell & Co. Ltd. (Spirits Div.), India (Kolkata)
                                                       Sr. Confidential Secretary to the General Manager – 

                                                       Finance & Accounts

· Jun 2002 -  Jun 2005         McDowell & Co. Ltd. (Spirits Div.), India (Bangalore)

                                           Sr. Confidential Secretary to the Asst. Vice President – 

                                           Marketing

· Feb1999 -  May 2002         United Breweries Ltd. (Breweries Div.) India, Kolkata
                                       Confidential Secretary to the General Manager – Sales.
· Apr 1990 to Jan 1999        Bajrang Tea Mfg. Co. (P) Ltd. India, Kolkata
                                          Personal Secretary to the Director 

                                          Executive (Overseas Operations)


	

	

	

	

	

	

	EDUCATION :


	Educational & Professional Qualifications:COURSE
	INSTITUTE
	YEAR

	I C S E (X)
	ST. Thomas Girls’ School, Khidderpore, Calcutta - India
	1985

	HIGHER SECONDARY (XII)
	ST. Pauls School, Calcutta - India
	1988

	
	
	

	DIPLOMA IN SECRETARIAL SKILLS (SHORTHAND, TYPING, ETC.)
	ST. Jude’s Business Training Centre, Calcutta - India
	1986-87

	DIPLOMA IN COMPUTER SKILLS (MS OFFICE, XCEL, POWER POINT ETC.)
	Lakhotia Computer Centre, Calcutta – India
	1988-90


Personal Details

Date of Birth 



:
9th September, 1968

Marital Status


:
Married

Nationality



:
Anglo Indian
VISA Status



:
(SPOUSE) Transferable
Religion



:
Christian (Catholic)
Languages known


:
English, Hindi, Bengali
