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PA / Administrator / Coordinator
Executive Summary
A Highly motivated, self starter professional with excellent communication and organization skills. Excellent track record of over 18 years in Multi-National Companies and Government Companies as Office Administrator / coordinator and Executive Secretary.
Professional Objective

To seek a suitable position of a Contracts Administrator, Procurement Assistant, Personal Assistant, Executive Assistant, Office Manager or Office Administrator in a professional organization, which can provide me with an opportunity to utilize and enhance my organizing and managing capabilities.
Core Competencies
	· Adept at using MS Office applications such as Word, Excel, Power Point, Outlook, Visio, SAP and ERP Software.
· Able to organize and manage Executive Manager’s Schedule/Calendar
· Mentoring and coaching
 
	· Ability to swiftly adapt to new and multicultural work environment

· Excellent Organizing, Coordinating and Communication skills as well as ability to maintain high level of Confidentiality.




Career Progression
Abu Dhabi Gas and Liquefaction Company (ADGAS), Abu Dhabi, UAE
   Aug 2014 – To Date 

Administrator (IT Division)
 - (Contractor thru Spark Agency)


ADGAS is a Government Company part of the ADNOC Group of Companies.
· Reporting to VP (IT)
· Managing the Administration of the Division on the whole
· As a focal point for the division receiving new staff and ensuring they are entrusted to the department they are assigned to.
· Screening of emails received by VP(IT) and adhering to deadlines
· Liaising with all departments within the organization
· Consolidating Divisional Monthly reports and other reports for the Management eg. Staff count, trainings attended, sick leaves taken, etc
· Coordinating the Division Managers Weekly meeting and other meetings within the division and other divisions. 
· Maintaining divisional personal files
· Obtaining Job descriptions for new and existing roles
· Coordinating with HR to organize interviews for new hires and developees.
· Receiving personal / HR related queries and application and ensuring compliance with HR policy
· Maintaining the divisional contractors leave data 
· Organizing and coordinating orientation for new joiners

· Maintaining soft filing with an aim to minimize printing and photocopying
· Working on the divisional portal and Teamsite
· Coordinating staff training needs with L&D.
· A Coach and an Assessor for Emirati Developees (CAS program).
Sept 2012 – Aug 2014
· Reporting to 2 Department Heads 1. Plant and Engineering Solution and 2. Business and knowledge Management Solutions and supporting their large teams.  Also assist the VP (IT) in the absence of his Admin.
· Diary management & Email scanning.

· In addition to the General Admin duties, I work on SAP and issue new Service Orders for various projects and contracts.

· Liaising with vendors on issues regarding payment and follow up with finance to timely process vendor payments.  

· Liaising with all departments within the organization.

· Preparation of SAP based PO’s on the request of the job officer.

· Organizing meeting including arranging stationary and snacks.

· Compilation of data from the team, related to Department Monthly reports.

· Travel booking for Das trips and conferences for the teams.

· Organizing and updating documents on the portal.

· Tracking various meetings that have to be held on monthly, quarterly, half yearly basis

· Monitoring vendor contracts & staff security pass that have to be renewed annually / on the due date.
· Training an Emirati graduate for the Admin Role (CAS).

Tourism Development and Investment Company (TDIC), Abu Dhabi, UAE
    May 2010 – May 2012
Administrator (Commercial Department)





TDIC is a Semi - Government Company that promotes tourism in Abu Dhabi  

· Reporting to the Director and Deputy Directors. 
· General Administrator to the entire department comprising of 20 in-house Commercial Managers and assisting the offsite Commercial Managers whenever they visit the Head Office.
· Organizing and coordinating monthly Department meetings.
· Work on MS Excel and Power point to prepare reports and presentations for the various meetings.
· Organizing and coordinating Tender Opening – Liaising with document control to deliver the Tender Documents, preparing the tender record and custodian of the Tender records and returns after the opening. 
· In charge of the bid rooms – arrange and organizing the documents in the room, monitoring the access to the rooms.

· Preparation of various correspondence to the vendors / bidders such as Confidentiality letter and Invitation to tender letters, addendums, etc & Organizing Prequalification openings

· Interacting with the Consultants, Customers and Visitors.
· Responding to queries that come in from the call center and bidding companies.
· Coordination with other departments within the company. 

· Travel bookings, hotel bookings, and independent diary management of the team.
· Arranging Orientation and Induction for new hires.
· Monitoring old documents that need to be archived. 

· Working on Consultant Work Contracts & managing the Corporate Consultant on-boarding on behalf of HR for the Commercial Department.
Dubai Silicon Oasis Authority, Dubai, UAE (www.dso.ae)
    

   July 2005 – May 2010
Executive Secretary / PA (Technology Investment Generation Department)



Dubai Silicon Oasis is a Government Free Zone Authority that facilitates and promotes technology-based industries, research and development within a fully integrated community.  
· Reporting directly to the Chief Technology Officer and responsible for managing his office. 

· Organizing and coordinating weekly and monthly review meetings within the department. 

· Preparing presentation and reports for the Board meetings.

· Working and coordinating closely with the Overseas Sales and Marketing team for the status reports, conference calls, and review meetings & organizing Int’l Recruitment Road shows.
· Interacting with the Customers and Visitors & Organizing DSO facility tour for the VIP Guests.

· Coordination with other departments within the company for Accounts and HR related issues.
· Travel bookings, hotel bookings, independent diary management & maintaining dept. related personal files

· Arranging Orientation and Induction training for new hires.
· Assisting the Marketing team in their day to day requirements & coordination and management of corporate gifts. 

· Also providing secretarial support to the Senior Manager of Corporate Communication and his team during events in Dubai and delegation visits within the organization.

· Managing Oracle System for the whole department.

Lamnalco (Sharjah) Limited, Sharjah, UAE (www.lamnalco.co.ae)

Sept. 2001 – Jan. 2005 
Secretary / Administrator (Onshore Agency Services)
Lamnalco is a major Marine Services company of the UAE, that supplies vessels, pilots, marine, logistics and diving services to ports, harbours and oil terminals to an extensive portfolio of clients worldwide.

· Reporting directly to the General Manager  

· Maintaining staff leave schedules in accordance to the company policies and procedures.  

· Maintaining personal files and stock of stationery for the division.

· Independent diary management.  

· Attending divisional management meetings.  

· Assisting the operations department from time to time with computer related data and QA administration.

· Custodian of all contracts / agreements done by the agency.  

· Preparing schedule for overseas and local meetings.  

· Preparing of vast spread sheets/data base for analysis of various activities, monthly reports for the Operations Department, updating various data’s, follow up with customers for pending payments.  

· Preparing tenancy contracts for the clients on the base & liaising with the Accounts dept., when payments are received & Maintaining records and files of tenants on the base. 

Parsons De Leuw, Cather Overseas Limited, Dubai, UAE

August 2000 to June 2001

General Office Secretary / Site Secretary
Parsons De Leuw, Cather Overseas Limited is a prominent US based engineering and construction firm with annual revenues exceeding $3.4 billion


· Tasks undertaken for the Administration section included preparing letters, invoices, filing, assisting the other secretaries in the preparation of proposals and tender documents, dispatching mail, courier services.

· Reporting directly to the Resident Engineer (RE).  

· Office correspondence, creating / maintaining filing system, dispatching mail, and time keeping of personnel on site, etc.

Parsons De Leuw, Cather Overseas Limited, Abu Dhabi, UAE 
Sept.  1997 to August 2000 

Accounts / Administrative Secretary

· Reporting directly to the Chief Accountant.  

· Preparing spread  sheets / reports, overtime payment calculations, MOU’s (Employees Work Contract), bank letters and salary certificates for employees for various purposes, vacation schedules, cheques, payments, handling petty cash and receipt vouchers.  

· Secretarial responsibilities included logging of incoming mail, sending courier, processing its payment and maintaining & handling personal files and project files.

Note: Worked on Temporary assignments in reputed organizations based in Dubai, like BP Middle East, Reckitt Benckiser Arabia FZE, Dubai Aid City. 
Academic Qualifications

Bachelor of Commerce 


University of Mangalore 

     Completed in 1997
Secondary School Education 

Mangalore, India


     Completed in 1992
Training Attended 
The Perfect PA 



by Spearhead Training

      16th – 17th Dec. 2007
Advanced Executive Secretary & PA's
by Institute of International Research   20th – 24th Jul. 2008

First Aid Training 



by ADNOC Medical Services

       12th - 13th Feb. 2014

Coaching Course  



by ADGAS



       04th - 05th Jun. 2014

Success Skills for Office Administrators
by Int’l School of Communication         22nd Jun. 2014

Assessor Course 



by ADGAS



       2nd – 3rd Feb. 2015
Computer Skills
· Outlook, Windows, Ms-Word, Ms-Excel, PowerPoint & Visio.  Also worked on lotus notes

· Currently working on SAP Production Module in preparation of Service Orders / Contracts 
· Worked on ERQ & IRQ (Part of ERP)  
Personal Attributes
· Self disciplined, honest, energetic, hard working and willing to accept additional responsibilities.

· Excellent team worker with Good communication and interpersonal skills, with proven leadership qualities.
· Quick learner of different IT Software’s adapted in various organizations.
Personal Details

Date of Birth



31 January 1977

Nationality 



Indian

Languages




English & Hindi
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