CAREER OBJECTIVE:

To join a pro-active team in a company that would utilize and enhance my intellectual and professional capacities, work experiences and enthusiasm to accept challenges in the work force and improve skills acquired to be able to grow with the company.  

Handling Multi Task Ability:

Admin Operation

PRO – Coordination & Documentation activities 

Front Office & Telephone Reception

Logistics Coordination

Quoting, LPO and Invoice Preparation

Customer Relationship Management

Sales & Support Activities 

Correspondence & Mailing Etiquette

People & Time Management 

Computer Operation & data service
Courier Service –internal & external 
Communication : EBABX, Mobile phone and Network, Telephones

Guest House Management.

Pantry Management
Impress Cash handling  
Production Coordination
EDUCATION & PROFESSIONAL ATTAINMENT

B A Economics Degree from Mount Carmel College -Bangalore.  

PG –(M Sc Psychology} at Madras University. 
Executive Secretary Course
Details of my Technical Qualification :

Typing & Shorthand –with Secretarial Certificate.,  
PROFESSIONAL EXPERIENCE 

Current profile working as Executive Secretary at Sobha – LLC  

Responsibilities:

· Arrange appointments & scheduling meetings for all top Senior Managers Team. 
· Coordinating with required needs for the day to day activities. 
· Maintains records required reports & statements
· Maintains an effective and organized filing system.
· Manage all office files and records in good order in order to retrieve information when needed. (including Confidential and Personal files)
· Assisting activities, preparing all necessary documents required.
· Places order/prepares purchase orders both local and international.
· Coordinates with client/suppliers regarding shipments and payments of orders.
· Responsible in arranging bank telegraphic transfers and other mode of payments for the suppliers.
· Deals with hotel & restaurant’s reservations, arrange airline bookings and applies business visas for the GM and other staffs/laborers. All travel coordination arrangement.,
·  Answers and screens telephone calls. 
· Receives, screens, distributes mails/faxes to respective department/person.
· Do other tasks assign to me on day-to-day basis 
· Data & Document controller activities        
Admin Assistant / Secretary 

Answers telephones, route and screen calls and responds to inquiries.
· Dispatch internal and external mails, liaise with the courier.
· Filing and updating appointments calendar.
· Full administrative support for office and the team 
· Does minutes of the meeting.
· Other tasks as assigned.                                           
Employment History:
1. functioned as an Executive Secretary at Integrated Gulf Bio System (Life Technology Group) in Dubai . Working  since Sept. 2008
Secretarial Functions.  Assistig & coordinating with all the Senior Manager and their  team. Scheduling their travel arrangements,  Group Events, hotel & flight bookings, visa arrangements, event management,  co-ordinate for all training activities including  internal & external, Assisting the Sales & Service team. Front desk activities. Partly handling admin associated work.   Viz. PR related activities, scheduling of vehicle, drivers, OT, fuel consumption etc.
2. Company:         Conceria Virginia India Ltd., 
Address:
     India 

Date Started:
     1Jan 2005 to 7th July 2007
Position:
    Executive Secretary /Front Office Executive
Responsibilities:

· Secretarial functions & Other activities that involves generating of various reports [ i.e. preparing reports for meetings/ monthly stock statements / stock details/ despatch summaries /DC preparation and Invoicing,] 
· Preparing Sales Quotes / interacting directly with customers,  book keeping and self correspondences 
3.Company:          Onkyo India Pvt Ltd  
Address:
     India
Position:
     Front office Executive  /  Secretary    
Responsibilities:

Well versed in  routine office functions,   Activities like - follow up with day to day customers / correspondence / e- mails etc.,      

· Other activities like – front desk activities. 
· Net accessing, Operating EPABX/Telephone  / Fax /E-mail and handling of all other office equipments. 
· Follow up with  Schedules.  Generating  of various reports coordinating  & arranging  with Air ticketing & Hotel Bookings. 
· Interacting with customers. 
· Good experiences  in Housing Keeping, Admin and Self  Correspondences,  
TRAINING & SEMINARS ATTENDED

· 360 degree feedback.

· Secretarial Skills

· MS Office – Word, Excel and Powerpoint.

SKILLS / ABILITIES

Computers       :
Proficient in Windows /MS Office 2007, 
Interpersonal   :

Excellent interpersonal skills, excellent presentation and facilitation skills; effective motivator; 

Communication:

Excellent written and spoken English 

PERSONAL INFORMATION

	Nationality
	:
	Indian
	
	Religion
	:
	Roman Catholic

	Sex
	:
	Female
	
	Languages
	:
	English, Indian Languages
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