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	Marital Status
	Married



	Language
	English, Hindi & Tamil



	
	

	

	Shorthand
	120 w.p.m. 



	Typewriting
	50 w.p.m. 



	Computer Skills

	Word Perfect 5.0 

Word Perfect 6.0 (Windows) 

MS Office with emphasis on MS Word, MS Excel, MS Powerpoint

Knowledge of working in Tally 7.0



	Education 

	 B.Com 

	Professional Background



	June 24th 2008 – till date
	Link Middle East Limited, Dubai
Secretary to MD 

· Secretarial Assistance to Managing Director
· Interfacing with internal dept. to ensure smooth flow of day to day business.

· Hotel Bookings and Travel Arrangements for MD, Finance Director and Guests
· Sort & distribute all incoming and interoffice mail and deliveries, including preparing and sending mail.
· Verify mail and / or packages being shipped are not personal items.

· Maintain accurate mail distribution records.

· Evaluating & negotiating with vendors for price & various other terms & conditions.

· Ensure effective rendering of services including, office equipment, house keeping, stationery etc. to enable smooth flow of day to day operations.

· Manages appointment calendars, schedules, and coordinates meeting arrangements. 

· Exercises considerable judgment and discretion in handling confidential data

· Prepares, edit and revise correspondence letters

· Receives and offers assistance to visitors

· Reviewed all daily time records thoroughly of all employees and prepared regular reports and documented punctuality for future reference of employee’s annual performance appraisal report (PAR). 

· Was accountable for all phases of computing and encoding of accumulated leave balances accompanied with supporting documents that includes official business form, vacation leave, sick leave etc., and ensured safekeeping 

· Conducted initial evaluation of leave applications 

· Assisted in preparation and computation of disbursement voucher for salary of contract of services worker 
· Performed various clerical duties such as encoding, filing and preparing of reports and other documents pertaining to the office needs/ requirements to facilitate paper works and other related functions


	1st November 2003 – June 20th 2008
	Jodha Communications Pvt. Ltd.

Office Manager – cum – Secretary to Director

· Secretarial Assistance to Director 

· Maintenance of Confidential files and Documents 

· Operating Emails & Internet Surfing

· Scanning the important messages from Daily Newspapers & mark the same & file in respective file.

· Scanning the important & update messages from Internet and forward to the Director / CEO / Media Division

· Maintenance of Incoming & Outgoing letters / couriers in register.

· Cash Payments

· Hotel Bookings and Travel Arrangements for MD, Director and Staff

· Preparing TDS, Service Tax Statements

· Maintaining TDS, Service Tax register for monthly deposit of amounts in bank before the due dates.

· Payment follow up from clients 

· Looking after all the accounts both in manual and Tally 7.0

· To liaise with Auditor in company accounts & other matters.

· Collecting TDS certificates from parties and giving effect in  Accounts and report to Auditor.

· Confirmation of Sundry Debtors balances in year end



	6th May 2002 –  29th October, 2003
	K. Dhillon & Co.  (Buying House) – ISO 9001:2000 Company

Secretary to CEO

· Secretarial Assistance to CEO 

· Independent Management of CEO office including correspondence, filing etc.

· Arrange appointments with clients for CEO

· Maintenance of Confidential Files and Documents 

· Receive all incoming mails and distribute to concerned  departments

· Preparing Vendor Memo 

· Operating Emails

· Internet Surfing

I WAS ACTIVELY INVOLVED IN ISO 9001:2000 AS DOCUMENTATION CO-ORDINATOR

· Making Arrangement for the ISO Seminar Meeting

· Making Formats & distribute the same to the concerned department

· Issuance of Format Numbers for the respective formats

· Made Quality Manual

· Made Quality Guidelines

· Dealing with ISO Consultants

· Dealing with Bureau of Indian Standards (BIS) 



	Nov 1997 – April 2002


	TeleCompetence (India) Pvt. Ltd.

Executive Secretary to MD 

· Secretarial Assistance to MD 

· Independently Manage the MD office including correspondence, filing etc.

· Arrange appointments with clients for MD and other Senior Executives 

· Travel Arrangement / Foreign Exchange / Visas for MD and other Executives

· Typing Reports / Proposals

· Maintenance of Confidential Files and Secret Documents

· Operating emails & Internet Surfing

· Arrange Stationery 

· Receive all incoming mails and distribute to concerned person

· Deals to finalize the maintenance contract of Office equipments

· Follow up of Payments from clients

· Follow up of Completion Certificate from clients

· Backup of all office computers



	January 1993 –  October 1997
	M/s. Consulting Engineering Services (I) Pvt. Ltd. New Delhi 

Steno-Typist
Posted at Planning Department as Computer Operator

· Preparation of Inland and Overseas Project Proposals

· Maintenance of Project Files of the Department

· Backup of computers of the Department



	02 Feb ’87 to 30 Dec ‘91
	M/s. Crank Engineers & Builders, Chennai 

Stenographer

· Handled regular office works

· Typing Reports

· Weekly site reports 

· Handled Petty Cash



	

	

	
	

	
	


