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Personal Statement

A professional and conscientious candidate with proactive attitude and experienced extensively in the secretarial / administration roles.  Appropriately organized and competent personality, with a systematic and precise approach to assigned tasks, which has yielded inspired results to date.  Able to manage own time effectively and prioritize amount of work.  Experienced at working to tight targets/deadlines and under substantial pressure. Friendly and approachable with excellent interpersonal and customer / team relations skills.  My vast work experience of around 20+ Years & talent and there by contributing to its success enormously.

Key Skills, competencies & expertise 
· I have the required skills, competencies and the professional expertise to do the job / to get things done effectively.  I am confident and practical in whatever I do.
· I am always prepared for taking instant decisions and acting promptly on them as and when such situations arises.  I am an individual who is grounded, stable and very headstrong. I am practical, friendly and very stable.  I have the acumen and experience to deal with any contingencies. I will have no trouble finding the right solutions and seeing things through. My exemplary managing skills will be noticed, appreciated and admired by my superiors & the colleagues alike.  Others always comes to me for consultation and advice as I am an avid practitioner of it i.e. consultation and advice.
· I am easy to get on with; and will be a team player (I believe in team work because it divides the tasks and double the success rate); and will not rock the boat with existing employees or cause conflict unless otherwise the opposite side is non-professional and misbehaves with me.

· I will want to associate with you and work for your esteemed organization and I will do what you ask me to do – within the limits / gamut / purview of the job profile and relevant to the position I am being hired and get it right first time and every time and you will not have to ask me things repeatedly as and when assigned / necessary in the best interest of the company – my employer.

· I do understand what the job involves and will be an asset to your business – I will help to drive the business forward and I will not be a problematic.  I am an individual of a high caliber who can do the job sensibly and has the right attitude towards work (work is worship for me); will fit easily into the team and wants to work with the company – my potential employer on a longer term.

· I am able to multi-task / delegate the assigned duties for timely and efficient achievement on work requirements.

Experience: Work history 

         Work experience: Around 30+ years both within India and the G.C.C. nations. 
 (1) 
Private Sector Service at RAICHUR – KARNATAKA STATE – SOUTH INDIA
         1983 to 1989 - with Cotton Merchants as Self-correspondent Typist part timer.
        - With various Senior Advocates / Lawyers as Legal Secretary as a part timer.
(2) 
Government of India appointment REGULAR Service – RESIGNED. April 1989 to January 1993 worked as a Personal Secretary WITH the Central Railways, Mumbai.
         Gulf COOPERATION COUNCIL MEMBER Countries
 

 (3) 
Service in Gulf Cooperation Council nations 1993 to Present - with different reputed Private Sector Companies as Executive Secretary to the Top / Senior Managers (like; GMs /MDs / Vice-Chairman & Chairman and Owners).
	Preceding: 
(most recent first):
(1) Duration of Service  
	     From June 30, 2014 To June 30, 2015

	Employer & Place: 
	     ETA Star Engineering & Contracting, W.L.L. – Doha, Qatar.

	Reporting to:
	Manager – Estimation

	Designation with Brief Job responsibilities:
	Secretary / Document Controller – 

For this role, maintaining & organizing the department’s filing (both soft & hard documentation); dealing with incoming calls; typing tabulations & correspondence; taking shorthand notes - To be precise – 

· Tender pre / post qualifications;
· Receiving the enquiry and document collection;
· Preparing enquiry register;
· Assistance to the respective Estimator in Preparing RFIs;
· Providing assistance to the particular Estimator in Enquiry sending;
· Technical Offer - compilation in coordination with the Estimators;
· Commercial Offer - gathering information from the Estimators;
· Incoming correspondence from Client / Main Contractors / Consultants;
 Outgoing correspondence to Client / Main Contractors / Consultants;
(a) Commercial Offer submission

(b) Technical Offer submission

(c) Response to clarifications
(d) Revised offer / BOQ submissions.
· Interacting with variety of people within and outside the company (appropriate staff, Main / Sub Contractors and Suppliers as applicable).
· Creating and maintaining a filing system that supports efficient information management. (Collaborating with the Information Technology Experts to develop a system that authorizes staff at different levels to access suitable documents / drawings etc. 
· Also sends and receives documents from external organizations, prepares and edits / incorporates paperwork for contract agreements, and ensures all records-management activities adhere to institutional regulations.


	
	

	(2) Duration of Service:
	March 7, 2010 to April 15, 2014

	Employer & Place: 
	M/s. Overseas Contracting Company Limited, Dammam – KSA

	Reporting to:
	Chairman & Managing Director 

	Designation with Brief Core Job responsibilities:
	Executive Secretary (General Administration)
Secretarial and Office Administration pertaining the Chairman & Managing Director’s office covering all areas.


	(3) Duration of Service:
	04-02-2008 to 03-03-2010

	Employer & Place: 
	Konkan Railway Corporation Limited - a leading PSU’s Corporate Office at Belapur, Navi Mumbai, INDIA

	Reporting to:
	Chief Signal & Telecommunication Engineer / ACD Projects. (Anti-Collusive Device)

	Designation:
	Personal Secretary

	
	

	4) Duration of Service:
	10-08-2006 to: 28.11.2007

	Employer & Place: 
	Al-Ghazzawi Professional Association – A reputed Lawyer’s Firm at JEDDAH – 21462. Kingdom of Saudi Arabia

	Reporting to:
	Senior Vice Chairman (Dr. Bilal T. Al Ghazzawi’s Office)

	Designation:
	Legal Secretary
 

	(5) Duration of Service:
	07-07-2005 to 26-03-2006

	Employer & Place: 
	M/s. Ajmal’s Perfume Mfg. & Oudh Processing Industry, LLC. DUBAI.

	Reporting to:   Designation:
	Dy. General Manager (Group Finance)

Executive Secretary


	(6) Duration of Service:
	18-01-1993 to 30-05-2004

	Employer & Place: 
	Saudi Electro-Mech. Tech. Associates, JEDDAH – 21452. KSA

	Reporting to:
	General Manager (M&E)

	Designation:
	Executive Secretary


Computer & Office Skills:
Expertise in operating and exposure to execute  official documents using MSExcel, MSWord, MSPowerPoint, MSOutlook, MSAccess, MSAdobe Photoshop CS, MSVisio, / SmartDraw Software, MSAdobe Reader / MSAcrobat X Pro; Xerox machine, Internet, 80+ wpm English Shorthand (Pitman), 55+ wpm English typing, Office Practice & Procedure (including Independent Business Correspondence). WeTransfer to send big or small files and DropBox, etc.
Aconex Electronic Document Management Software (EDMS)
EDUCATION & TRAINING RECORD: Academic & Technical / Professional Qualifications:
Course Attended:                         
Degree in B.A.             Office Management & Secretarial Practice) – (CHATRAPATI                                                         
                                      SHAHU JI MAHARAJ UNIVERISTY, KANPUR – CSJM)
                                      KANPUR UNIVERSITY.
ENGLISH SHORTHAND and TYPEWRITING - ARABIC and ENGLISH.
                                      BUSINESS CORRESPONDENCE, 
                                     OFFICE PRACTICE & PROCEDURE & TALLY ERP 9.0.

Availability:   
I will be glad to start afresh, immediately for a long term association with your esteemed organization - my potential employer.

PERSONAL PROFILE
Languages known: 
English, Urdu, Arabic, Hindi, Kannada, Telugu & Tamil
· Date of birth

May 20, 1964

· Nationality

INDIAN

· Marital status
Married with 4 kids.
· Gender

Male
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