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	Experienced and results oriented Administrative Executive with outstanding abilities in developing positive relationships with clients, vendors- suppliers and co-workers. Creative thinker, focused on bottom-line results, excels in multi-tasking and prioritizing work assignments. Proven academic and professional achievements, and possess the right clerical and computer skills required to assist the executives and organization to achieve its mission. 


Career Highlights
· Hands-on experience in assisting with the Organization, Planning and Execution of INSEAD Career Development Centre’s centerpiece event TALENT AND CAREER DEVELOPMENT FORUM in March 2015.
· One year experience in Purchasing, Logistics Coordination and Export order related correspondence and documentation, Local Sales Order processing and HR assistant.

· Five years of experience as a sole Administrator of the company working directly with a wide range of individuals at all levels- Directors, Management, regular staff, customers and external clients. 
· Well-acclaimed medium of official communication between the staffs of Head office and the branches.
· Experienced organizer in conducting Technical and Management courses for the employee of Oil and Gas companies in Middle East.

· Well versed in Microsoft office packages – MS- Excel, MS-Word and MS-Power point. 
Professional Experience in UAE
1. INSEAD, Abu Dhabi

Designation – Administration Assistant, Career Development Centre

Duration – Temporary Contract (December 2014 – April 2015)

Reporting to the Head of Corporate Partnerships & Career Development, assisted the team for all the daily administration tasks, business development activities of the department and organizing their keynote event ‘TALENT AND CAREER DEVELOPMENT FORUM’. 
The key job responsibilities during the tenure were as follows.
i. Event Management

· Sending out mail merged emails for event invitations, event logistics and other related information to the corporate companies and the students.
· Helped in tracking RSVP’s of student’s and companies through INSEAD Career Globe Portal and through Qualtrics (Online Survey Software).

· Storing & managing student and alumni CVs for preparing CV book for the recruiters.

· Created & managed the website for the event using INSEAD Content Management System.

· Follow up with the participating Company representatives for submitting their Job postings and other prerequisites for the event.

· Arranging event requisites like printing badges, stationeries, brochures and banners.
· Helped in setting the Registration desk for the event, register the guests during the event and in maintaining the Event Attendance Spreadsheet.
ii. Database Management

· Maintaining Career Globe mailing lists and client database spreadsheets for Business development and event communication purposes. 

· Updating Career Services Management System (CareerGlobe) frequently with company contacts details.
· Posting job announcements on behalf of recruiters on the CareerGlobe portal for students and alumni.
· Maintaining career advising records and updates CareerGlobe system with coaching notes

· Tracks and records student and company feedback on internal database.
iii. Office Coordination
· Dealt with general enquiries and event related enquiries through mail and other administrative tasks associated with the successful running of the CDC.
· Prepared Purchase Orders for expenses related to transportation, stationeries, air tickets and other event related expenses using P2P system.

· Arranged and coordinated transportation for MBA Abu Dhabi module students for attending their client meetings.

2.
Emirates Steel Wool, Musaffah, Abu Dhabi  

     
Designation - Purchase Administrator
Duration – October 2013- October2014  

Reporting to the Procurement & Administration Manager, Responsible for local purchase orders and office related secretarial works. 
i. Purchasing
· Responsible for Local purchase of raw materials for the factory

· Invite RFQ from suppliers, Comparison of quotations, Preparation/Issue of LPO etc
· Expedite orders , contact suppliers to resolve missed deliveries and any discrepancies

ii. Logistics Coordination
· Truck booking for Trans shipment, Vessel booking for sea freight
· Update the procurement database for additions/deletions in supplier base
· Handling Export orders (Correspondence, Documentation and preparing Quotation)

iii. Office coordination

· Local Sales Order processing.
· Preparing official correspondences (Memo, Notices, Letters, Email etc) 

· Scheduling interviews for new recruitment
· Ordering and Maintaining Office stationery 
· Coordinate with salesmen, factory supervisors, administration and finance team 

· Maintain confidential records, filing and other secretarial duties
· Documentation procedures in order to meet ISO requirements (ISO certified company) 

· Receive and screen incoming calls and visitors

3. 
DXN Holdings BHD, Dubai  
     
Designation - Administrative Executive
Duration – June 2007 – July 2012  

Reporting to the International Marketing Director-MENA Region; provided full administrative support for the day to day operations of the company.

Main responsibilities -

· Acted as the Intermediary between the company management and the staff located at different regional offices in GCC countries
· Regularly communicating with Company HO in Malaysia for day to day business running.
· Preparing Monthly Sales Reports and Sales Analysis Reports.
· Arranging and coordinating trips for the valued customers of the company. Arrangement included providing visa, air tickets and necessary ground arrangements for the participants.

· Preparing correspondences (Memo, Notices, Letters, Email etc) for the Staff and the customers.

· Scheduling and attending board meetings and prepare the minutes for approval.

· Maintaining company Accounts, Maintaining confidential files and records of decisions.

· Organizing and hosting company events, 
· Providing receptionist services if needed like attending calls and greeting visitors.

4. 
Haward Technology, Abu Dhabi
Designation - Training Coordinator  
Duration -   May 2004 – February 2005

Responsible for Marketing and Organizing Engineering and Management courses for the employees of Oil and Gas companies in Middle East.
Main responsibilities –

· Informing employees about the course through phone and getting their feedback.

· Registering interested employees for the courses.

· Arranging venue, course materials, equipment and other facilities for the smooth running of the course

· Arranging Visas (if needed) for the participants and course Instructor.

· Arranging hotel accommodation and travel arrangements for the participants and the Instructor.

· Reporting to the course supervisor the feedback of the course from both the participants and the instructor.
Professional Experience [Software Professional-India]
5. 
Optibiz Technologies, Technopark, Kerala, India

Designation - Software Engineer
Duration -   2003 –2004 

Project: Information aggregation for umonitor.com
6. 
Pentasoft Technologies, Trivandrum, Kerala, India
Designation: Assistant Consultant

Duration: 2000 –2002

Conducting corporate training for employees from various branches of Pentasoft Technologies. Giving Technical guidance in various programming languages and internet technologies.
7. 
Richcom Solutions Pvt. Ltd., Trivandrum, Kerala, India

Designation: VB Programmer

Duration: 1999-2000

Project: Inventory Management system 
Education

· Master of Science in Computer Science (2003) from Bharathiar University, Tamilnadu, India.

· Bachelor of Science in Computer Science (1999) from University Institute of Technology, Kerala University.
· Pre-degree in Mathematics (1996) from Mar Ivanios college, Kerala University.

· Secondary School Leaving Certificate (1994) from Nirmala Bhavan High School, Kerala.

· Web Master Course from Pentasoft Technologies in 2002.
· Dot Net from NIIT Trivandrum in 2006
Professional References upon request.
3

