CURRICULUM VITAE

Mrs. Greeta
Email : greeta.25827@2freemail.com 
Career Objective
To work in an organization that offers opportunities to leverage my skills for achieving the organizations goal along with individual development.

Asset
10 + years of work experience in different positions with multi tasking skills.

Educational Qualification
· Bachelor of Arts from Mumbai University - March 1999.


Major in Economic & Human Resources.

Additional Qualification

· Typing Speed 40w.p.m

· Public Speaking Course from the Orator Academy

· Executive Secretarial Course from Clare’s Academy

· Diploma in Computer Applications from St. Dominic Savio
(Modules covered Windows 95, MS Office 97)

Skills
· Positively assertive in nature

· Effective communication and good interpersonal relationship

Work Experience

June’06 – till date




    
    Secretary to Managing Director 







     cum Production Coordinator
Bikram Industries, Sharjah Saif Zone  

     
        


(A division of Amber Décor, dealing in interior design of outlets, malls & villas) 
Job Profile:

· Arrange the dairy of appointments and meetings and any other activities and provide files and documentation for such activities

· Filter requests for appointments and arrange internal and external meetings and conference calls
· Answer, screen and make telephone calls on behalf of executive management
· Co-ordinate and organize functions and meetings (including tele and video conferences).

· Provide support to meetings including taking minutes at meetings and follow-up actions 

· Assist in preparing proportion of day to day correspondences, reports and presentations on the advice and instruction of the Managing Director
· Type, register letters & inter-office memos as applicable, send them to the appropriate group companies as well as receive incoming letters, bring them forward & filing
· Preparing letters on behalf of production dept. for work permission in malls.

Bikram Industries, Sharjah Saif Zone  
(contd….)
 
· Coordinating with the clients on behalf of the Project Manager / Project Coordinator.

· Handling inquires & maintaining database of the same.

· Following up with the Project managers & project coordinators
· Follow up with the Sub Contractors for Quotations.
· Prioritize incoming correspondence, including letters, memos and emails 

· Prepare travel itineraries for executive management

· Co-ordinate filing and general administrative work and provide assistance to other staff.
· Check documents submitted by departments before submitting the same to the Managing Director for approval 

· Liaise with Finance department whenever clarification with regard to financial information is required.

· Maintain strict confidentiality of all documents, reports and information received or forwarded through the Managing Director's Office
· Handle correspondence with regard to new developments
· Process all invoices, payment approvals passed through the Managing Director's Office 

· Maintain record of business travel expenses of the Managing Director and liaise with Finance Department for settlements

· Provide necessary assistance to Customer Services and Public Relations Department in providing information on official delegates 

November 2003 to April 2005






            Secretary
Milton Consultancy Services, India
(A division of Milton Plastics Ltd providing services in Casserole, Thermo ware flasks and other plastic items)

Job Profile:

· Responsible for arranging the meetings with clients and team members

· Preparation of presentations

· Preparing the minutes and circulating the same

· Preparing of domestic and international travel schedule

February 2003 to October 2003


       Secretary to VP – Sales & Marketing
Nitco Paints, India 
(A new division of Nitco Group providing services in tiling products and exterior paints)

Job Profile:

· Handling the correspondence

· Scheduling appointments of clients

· Responsible for arranging the meetings with clients and team members

· Preparing the minutes and circulating the same

· Planning the Travel Schedule for outdoor meetings, Annual Conferences and Presentation

· Coordinating with department heads

· Follow up with other branches for various reports

March 2001 to January 2003



                    Corporate Sales Coordinator
Roffe Construction Chemicals Pvt. Ltd., India 

(An organization providing services in the supply of Construction Chemicals) 

Job Profile:

· Handling incoming and outgoing correspondence

· Preparation of MIS sales reports

· Preparation of quotations

· Conducting sales meetings

· Follow up for payments

November 1999 to March 2001




   Administration Executive
Silicon Chip Technologies 

(A organization providing professional services in the field of computers – Corporate training, Software Development, Book Publishing, IT Consultation)\

Job Profile:

· Handling the general as well as inquiry calls

· Handling the entire administrative work

· Correspondence with the clients

· Arranging the training material for the students as well as for the corporate clients

· Handling the official requisite of the department

April 1997 to November 1999



           

   Administrative Executive

Holiday Investment Exchange 

(A division of Kamats Group, a tele-marketing organization dealing in holiday packages)

Job Profile:

· Data entry of sales

· Keeping the MIS updated

· Preparation of weekly and monthly report and submitting it to the head office

· Preparation of telephone expense report

· Handling the courier bills

Personal Details
Date of Birth:
1st January 1977

Languages Known:
English, Hindi & Marathi

Marital Status:
Married

Hobbies:
Reading, Listening to music

Visa status: 
Husband Sponsorship
References:
On request
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