SHRADHA 
OBJECTIVE: Professional Executive Assistant with a passion for enabling high-level executives to meet and exceed their organizational goals and objectives.
Employment History
	December 2014 - February 2015 : Executive Assistant to CEO
	Dubai, UAE

	Gemstone – Al Rajhi Group
	

	Responsibilities:

· Provide administrative, organisational and scheduling structure and support.
· Maintain appointment schedules and calendars, provide reminders as appropriate and coordinate travel arrangements of the Executive.

· Coordinate and organise meetings, including notification to prospective attendees.

· Messages, and provide assistance using independent judgement to determine those requiring priority attention, research and respond to communications as appropriate.

· Prepare a variety of documents, requisitions and other correspondences.

· Create and maintain a system for organising and storing both electronic and hard copy of information and records.

· Making travel and guest arrangements.

· Manage and coordinate assemble highly confidential and sensitive information in a professional and discrete manner.



	April 2008 – March 2010: Secretary to CFO
Sharjah, UAE
Eastern International, Bukhatir Group
Responsibilities:

· Provide executive-level administrative support to the Chief Financial Officer.
· Coordinated projects and events exercising ability to improvise, improve procedures, and meet demanding 

· deadlines.

· Liaison between all impacted departments to ensure proper communications and reporting practices.
· Prepares expense reports and other administrative tasks for CFO.
· Devises and maintains office systems, including data management, filing etc.
· Develop presentations for related on-site and off-site meetings.

· Organize the details of special events, travel arrangements, corporate agendas and itineraries.

· Take and transcribe dictation on technical and confidential matters from the executive as required.
· Process monthly expense reports reflecting supporting documents and budget code indexes.

· Prepare and maintain weekly attendance and annual vacation records of departmental employees.

· Collaborate with departmental managers on weekly postings for master reports.

· Facilitate the accurate and timely writing, editing, and preparation of final copy from draft to distribution.
January 2004 – Aug 2007: Executive Assistant to Director
New Delhi, India

Paharpur Industries Limited
Responsibilities
· Provide administrative support to Director in a timely and courteous manner

· Arrange for and manage material for Director’s meetings with staff and clients which requires initiative, industriousness and the ability to work to tight deadlines.

· Maintain high level of confidentiality.

· Utilise fast and accurate touch-typing skills to record minutes in shareholder and board of directors meetings

· Responsible for word processing collation of official company documents such as annual reports, prospectuses, 

· executive summaries and contracts

· Monitor existing documents to ensure they remain thorough, accurate and up-to-date

· Answer telephones, and direct calls efficiently or take accurate messages where appropriate

· Respond to email enquiries from the general public

· Reconcile expenses and general administrative duties

Jan 2000 – April 2003: Secretary to the Branch Manager

New Delhi, India

, 

Heinz India, MNC
Responsibilities:
· Process monthly expense reports with supporting documents

· Custody of personal files of the branch employees and assisting the HR Manager

· Maintaining the leave records of the branch employees

· Manage capital purchases, direct vendor relations, generate and maintain equipment tracking records.

· Manage branch manager’s appointments and travel arrangements and support other managers of the branch

· General administrative duties

· Improved office efficiency by implementing color-coded filing system

June 1995 – December 1999       
New Delhi, India

Personal Secretary to the Vice Chairman and Chief Executive – Emerging Businesses ModiCorp

Responsibilities:
· Provide administrative and business support to the Vice Chairman and support other members of the executive management team.
· Maintain Vice Chairman’s calendar -- plan and schedule meetings, teleconferences and travel. 

· Negotiated favorable terms and pricing agreements with resorts, vendors, caterers and other providers for service at special events, conferences, annual meetings etc.
· Enhanced communication between manufacturing department and executive team fostering a sense of teamwork and collaboration.
October 1994 – May 1995 Office Assistant
New Delhi, India

Transworld Shipping Group
Responsibilities

· Manage office operations to ensure efficient office environment

· Manage relations with clients, suppliers and contractors

· Order office supplies

· Assist with mail outs and promotions

· Establish and maintain various filing and records management systems.

· Keeping leave records of entire branch and HRD jobs and also maintaining the personal files of the entire branch.

December 1993 – September 1994

New Delhi, India
Tecnova India
Computer Operator

· Responsible for administration and clerical activities of administrative departments such as answering phone calls, preparing reports and compiling files
· Responsible for gathering, analyzing and summarizing information to manager as required
· Manage the annual budget and summit monthly report statement
March 1993 – October 1993

Chandigarh, India

Concept Marketing
Secretary

Education / Qualifications

Diploma in Secretarial Practice

International Polytechnic for Women
Graduated: July 1993
Chandigarh,India

Trainings Programmes Attended

4-day training programme on “Leadership Through Quality” 

3-day training programme on “IT Awareness” 

5-day residential programme on “Total Quality Management” 
Extra Curricular Activities
· Life member of Indian Association of Secretaries and Administrative Professionals.

· Having UAE Driving License.

Skills Summary
With excellent verbal and written communication skills, my ability to work effectively under pressure and to meet tight deadlines sees me thrive in challenging positions. Discreet and calm professional manner.
Skills
Name

Proficiency

Shorthand

Advanced

Microsoft Office
Advanced
Languages
Name

Proficiency

English

Fluent

Hindi
Fluent
Work Status

Resident

Hobbies / Interests

Oil Painting, Music

Job Seeker First Name / CV No: 1718004

Click to send CV No & get contact details of candidate
 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!







