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PROFESSIONAL QUALIFICATION:


· Secured First Class in Post-Graduation Diploma in Business Administration (PGDBA) from Prin. L. N. Welingkar Institute of Management Development & Research, Mumbai (Specialization in Human Resource Management), 2013

· Secured First Class (67.57%) in Bachelors of Commerce from South Indian Education Society of Commerce and Economics, Sion (East) through Mumbai University, 2006.

· Secured First Class (71.33%) in HSC from South Indian Education Society of Commerce and Economics (Sion East) through Maharashtra State Board of Secondary and Higher Secondary Education, 2003.

· Secured First Class (67.86%) in S.S.C from Our Lady Of Good Counsel High School   Sion, through Maharashtra State Board of Secondary and Higher Secondary Education, 2001.

Professional Diploma Course                                                                                                                                                                                                                        

Professional Secretarial Course through Davar’s College (3rd Counter) in the year 2006.


PROFESSIONAL EXPERIENCE:


Currently working with “Ernst & Young LLP, Mumbai, India” asExecutive Assistant in Financial Services (Advisory) Department from September 2011 till date.

Worked with “Leighton Welspun Contractors Pvt. Ltd., Mumbai, India” as Secretary to Senior General Manager - Investments & Acquisitions from April 2010 – September 2011.
Worked with “KPMG, Mumbai, India”as Secretary to Partner and Director Group in the Corporate Finance Department from September 2008 – March 2010.

Worked with “The Oberoi Group of Hotels & Resorts, Mumbai, India” as Secretary to Vice-President – National Sales Department from December 2006 – September 2008.



KEY DUTIES / RESPONSIBILITIES:


· Providing secretarial support to the Partner / Vice President / Director / Sr. General Manager in his day-to-day work and managing his office and to be able to take decisions on his behalf.

· Handling of independent correspondence, setting up of meetings, appointments with clients, following up for payments, TDS Certificates, filling in Global Time & Expense System for the team members at client sites, organizing group meetings, group scheduling, outstation call summary, car hires, hotel bookings and travel (domestic / international), visas, conferences / industry programs / trainings, coordinating for Partner’s time for recruitment in FS Advisory Services.
· Setting up of Engagements, setting up of Client, opening new engagement codes, providing assistance  in processing write-off, Invoicing, providing assistance in collection follow-up, formatting / printing Engagements Letters, creating Client Folders, follow-up on Book-of Business (WIP & AR follow-up), supporting with Analysis of fortnightly Business Reports, as requested. Maintaining Opportunity Management System (OMS) 
· Formatting and editing letters, reports and all other correspondence from the draft stage to client-ready work, checking of mails, setting up the calendar, co-coordinating for Partner’s time, working on travel itineraries and co-coordinating travel arrangements. Co-coordinating and following up with various departments as well as subordinates for day-to-day activities for meeting deadlines, payment voucher processing, setting up of overseas conference calls, video-conferences meetings.
· Maintaining of Personal Files of Partners and responsible for handing over Client Engagement Letters to the Central Team.
· Co-ordination all internal / external Management dealing with PSUs (Banks and Clients).
· Coordinating with HR Team for Recruitment.

· Providing training and support to new joiners in the team and putting them through Induction. 

· Organizing logistics for Trainings and Workshops.
· Maintaining a stock of Office Stationery, coordinating with vendors, suppliers, for procuring office stationery at competitive rates, as also office equipment’s and all types of office materials for office use, as well as settling their payments.  Liaising with the drivers for their duty schedules and their monthly payments. Liaising with Car Hire companies to facilitate car arrangements and also settling of their dues. 

· Handling of Foreign Clientele visits. 

· Facilitating Foreign Travel for the Top Management, as also designing Itinerary in sync with the concerned Personnel.

· Assisting with Training of Junior Secretarial Staff or any other firm events. 



HOBBIES:


· Music and Travelling.



REFERENCES:


· Will be provided on request.

