Skilled and dedicated Executive Secretary with more than 10 years’ experience coordinating, planning, and supporting daily operational and administrative functions.

OBJECTIVE
To seek a challenging position and be an integral part of a growth oriented company, wherein I wish to leverage my Secretarial, Organizational and Interpersonal skills in contributing to the objectives of the organisation.
STRENGTHS 

· Good communication and analytical skills. 

· Professional, perceptive, well presented and intuitive.


· Excellent organizational and time management skills. 

· Ability to multitask independently and work well under pressure.
· Hardworking and principled with a confident attitude.
· Outstanding interpersonal communication skills; quickly establishes rapport with clients and staff.

HIGHLIGHTS 
· Proficient in advanced MS Excel. 
· Preparing management reports. 

· Ability to oversee individual projects and work in a fast paced environment. 
· Organizing large scale meetings and trainings held at office location and also at outside venues.
· Business correspondence with all levels of seniority.
WORK HISTORY
Nov 2015 – Jan 2016
Assignment & Support Coordinator - UAE (Client:  Baker 







Hughes) - Temporary Position.
Job Description

· Provide administrative and secretarial support to our RPO team at Baker Hughes, Dubai. 
· Sole responsibility to onboard /mobilize the candidates i.e. right from contacting them after the initial search and selection process to assisting them with their visas, collecting pre-mobilization documents, assisting the candidates to get their fit to work medical certificate, issuing offer letter to the candidates and checking that the candidate meets all  compliance requirements.
· Assisting the candidates with any HR, Payroll and any other job related issues.

· Conducting weekly candidate review meetings with the RPO team at Baker Hughes.  

· Suggesting and implementing ideas to reduce the candidate’s mobilization turnaround time.

· Following up with the candidates to submit their monthly time sheets on time.

· Making check in calls monthly to all mobilized candidates.
· Ensure timely issuing/renewal of work permits and visas by building effective communication and follow up with PRO and employees.

· Prepare Payroll check list for tracking employee’s assignment, work permit and payroll changes.

· Preparing Monthly HR reports of employee data including but not limited to active, ex-employees, 

· To ensure timely submission of Medical and Life Insurance requirements and effective follow up for medical and life insurance enrollment/ cancellation and renewal in compliance with company policies. 

· To ensure timely preparation of HR letters/ memos as and when requested.

· Manage Personnel files and arranging HR documentation as per requirements.

· WORK HISTORY - Continued

· Coordinate Exit Formalities for ex-employees including but not limited to verification work and documentation handover, return of the companies’ assets, cancellation of IT access is confirmed and documented; coordinating visa cancellations.

· Provide HR administration support to other HR Shared Service Staff where required.

Sept 2009 – Sept 2015
Construction Business Unit – Executive Secretary 



. Dubai, UAE
Job Description

· Provide high-level administrative and secretarial support to MENA Regional Productline Managers (RPLM’s) of 6 Productlines i.e. FRE, DRT, TT, TRS WCP and SDS.

· Consolidate and analyze the monthly productline management report and assist the RPLM’s to present these to Executive Management.

· Assist all Productlines to create and maintain their individual SharePoint sites to collaborate in a more effective way.

· Organize large scale meetings and trainings held both at office location and also at outside venues. 

· Manage and schedule monthly business review meetings, international conference calls including video conferences along with necessary follow-ups on action items recorded with the teams involved.
· Organize business travel arrangements for the team.
· Assist new hires with orientations and arrange their work setup i.e. requesting for all Weatherford systems access, business cards, procuring IT equipment etc.  

· Assist the Region team to resolve HR/PR/Accounts & payroll issues.

· Manage and update organizational charts and distribution lists. Initiate and track purchase requisitions and purchase orders.  Manage and maintain executives’ schedules.

Project management:  

· Assisted the Region Productline Manager to start up Fishing & ReEntry (FRE) and Drilling and Rental Tools (DRT) Productlines in Iraq by overseeing the recruitment and hire/onboarding of over 30 employees and kitting all hired personnel with office equipment i.e. procuring laptops, portable printers etc.

· Manage the rotation schedules of all FRE & DRT personnel in Iraq during the startup phase, i.e. visa arrangements, hotel reservations, preparing bonus reports and resolving HR, Payroll, IT & PRO  issues (if any).
· Consolidate the FRE monthly report by coordinating with MENA country’s Productline Managers

· Keeping headcount record of MENA FRE personnel.

· Assist in recruiting personnel for various job functions for MENA – FRE

· Coordinate the rotation schedules of 10 Region Pool Fishing Tool Supervisors and support their visa, air ticket & accommodation requirements.
· Liaise with FRE RPLM and the QHSSE & EEP team to update FRE policies and procedures on the Weatherford Information Management System (IMS).

· Administration focal point for the Region Office FRE team:  

· Visa application, ticket & hotel reservations for business travels.
· Assist with HR/PR/IT/Procurement tasks.
· Respond to emails and meet & greet visitors at all levels of seniority.

· Prepare meeting agendas & set-up committee, management, and other meetings.
· Record meeting minutes and timely follow up on action items.
· Schedule personnel trainings and maintain the training records.
· WORK HISTORY - Continued

Dec 2007 – July 2009
Administration and Sales Executive –Goa 
Job Description 
Responsible for building and maintaining good rapport with banks and insurance companies to assist our clients with loans and after sales.

· Manage the administration of the showroom and responsible for new car sales.

· Resolve any customer issues.
Jan 2004 - Nov 2007
Car Loans Sales Administrator - HDFC Bank Ltd. Goa
Job Description 
Assist the Auto/Car loans team in processing the car loans within the set time frame in a very fast paced office environment.
· Schedule and arrange meetings and appointments for the Car Loans Manager.

· Resolve any customer issues.

· Assist walk in customers with car loans.

· Maintain Customer Database to improve Tracking, Reporting & customer service
· Organize and maintain department filing system.
EDUCATIONAL QUALIFICATION

Educational Qualification
: Bachelor of Commerce





: Graduated from St. Xavier’s College, affiliated to Goa University.

Key Courses 


: Financial Accounting, Auditing, Taxation and Computer application.

ADDITIONAL QUALIFICATION

Certification in Human Resource 
& Recruitment:  


Currently pursuing CHRR course through Nadia Training 






Institute.
I.T Profile: 

Diploma in Advance MS Excel & Information Technology

              Microsoft-Word, Excel, PowerPoint, Access, Outlook

Secretarial Skills

: Diploma in Secretarial skills 

PERSONAL DETAILS

Nationality 
: Indian

Date of Birth
: 5th October 1977
Marital status
: Married

Visa Status
: On husbands visa
Religion
: Roman Catholic

Languages known
: English, Hindi & Konkani
EXTRA CIRRICULAR ACITIVITIES
Fashion designing, Sewing & Dress Making.
First Name of Application CV No: 1704858
Whatsapp Mobile: +971504753686 
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