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An accomplished and an experienced Executive Secretary with an established track record in the United Arab Emirates.  With an excellent, meticulous and organized approach to all assigned tasks I also have the ability to perform exceptionally well under pressure and adhere to strict deadlines
Date of birth
15th July 1970
Passport Z–2696074 Indian, Valid until 12.03.2024
Languages
English, Hindi
Visa Status
Husbands Visa
Academic Qualifications
Graduate from Bombay University
Higher Secondary School
Secondary School Certificate
Work Experience-Gulf
Company: 
Designation: Executive Assistant to Group Chief Financial Officer Tenure : Temporary - Maternity Coverage from May – December 2015
Responsibilities
· Responsible for arranging internal and external meetings. Assists GCFO in the planning of meetings and prepares materials for presentation. 
· Arrange travel and logistics and keep GCFO updated with information needed while traveling. 
· Provided administrative support including editing, composing and finalizing both internal and external memos and correspondence, and issuing on behalf of GCFO. 
· Established and maintained confidential files and records. 
· Promoted effective time management when handling GCFO's schedule through meeting scheduling, answering and screening telephone and incoming mail. 
· Performed other related duties as assigned. 
Henrietta 
Company: Etisalat Services Holding
Designation: Secretary to Sr. Vice President Finance & Performance Management Tenure: January 2010 – February 2015
Responsibilities
· Prepare and manage correspondence, reports and documents 
· Organize and coordinate meetings, conferences, travel arrangements 
· Maintain schedules and calendar of the SVP/Finance and Director/Finance 
· Handling the incoming and outgoing mails of the department 
· Liaise with internal and external auditors 
· Setting up and maintaining of filing system 
· Provide general assistance with power point presentations 
· Assist in preparation, formatting, printing, binding and submission of financial reports, budgets and business plans on timely basis 
· Do effective follow-ups on matters requiring response / actions 
· Records, monitors and reports on staff leave and absences in coordination with HR Department 
· Conducted telephonic interviews and shortlisted candidates for interviews 
· Coordinated with the shortlisted candidate for acceptance of offer letter 
· Ensures confidentiality of information handled 
· Perform ad hoc duties 
Company :  Emirates NBD – Dubai
Tenure
:  Temporary leave vacancy 12th August – 12th December 2009
Company : Emirates NBD – Dubai Designation: Department Coordinator
Tenure
:   Temporary leave vacancy 1st June – 12th July 2009
Responsibilities
· Ensure all meetings/appointments are diarized and informed to the EVP – Group Internal Audit 
· Prepare the fortnightly report 
· Preparing Engagement letter prior to the audits 
· Prepare the Board and Management audit reports 
· Travel arrangement and visa formalities for staff traveling overseas for performing audits 
Henrietta 
Company: Tamweel PJSC - Dubai
Designation: Department Coordinator
Tenure: December 2007 – February 2009
Company Profile: Islamic Home finance company
Responsibilities:
· Assisting Head of Audit & Risk Management and the department prepare and follow up on the implementation of Audit and Risk recommendations 
· Keeping a track record of department meetings, Committee meetings, preparing agendas. 
· Maintaining a log of hours for the department 
· Updating the calendar for the Head of Audit & Risk Management and ensuring all meetings are attended in time. 
· Follow up with the Heads on their response to the Audit follow up sheet on a monthly basis. 
· Preparing of letters, memos, reports and presentation as and when required. 
· Travel booking for Head of Audit & Risk. 
· Assisting the department in following up with their petty cash claims, medical claims 
· Performed ad hoc duties as and when required. 
Company: Emirates Bank International – Dubai
Designation: Administrative Assistant
Tenure: October 2002 – November 2007
Responsibilities:
· Entire Secretarial duties which includes self-correspondence, filing, faxing, sending out e-mails on behalf of the Manager and updating his calendar. 
· Preparing salaries for the entire Call Center Agents. 
· Preparing the Team Leaders and Supervisors schedules on a weekly basis, and keeping a track record of their attendance. 
· Follow up with the Finance department on claims, payments receivable of invoices and other financial matters. 
· Conducted telephonic interviews and shortlisted candidates for a one on one interview. Coordinated for panel interviews. 
· Follow up with the HR department on staff related issues. Preparing contracts for new recruits and collating the paper work for visa processing. 
· Ensuring all the documentation is in order to process recruitment/ transfers/promotions / warnings / terminations. 
· Conducted candidate reference check for the shortlisted candidates. 
· Taking care of the travel arrangements, visas and hotel bookings for the Managers and overseas clients. 
· Making arrangements for the monthly meetings and preparing of monthly appreciations letters and certificates for the top performers. 
· Organizing outings for the staff as well as indoor & outdoor parties for the Call Center. 
Henrietta D’Souza
Company: Excel Industrial Co. Ltd. – Sharjah
Designation: Executive Secretary
Tenure: March 1996 till August 2002
Company Profile:
Manufacturers of Scaffolding & Formwork, Fabrication, Erection & Supplies of Garbage Compactors, and Installation of Air Conditioners on Dubai Public transport buses.
Responsibilities:
I was responsible for the entire Secretarial jobs with regards to self-correspondence, handling of faxes both incoming and outgoing. Travel arrangements for the Managing Director, as well as the entire company. Hotel bookings for overseas clients, visa arrangements as well as organizing all-important meetings, conferences and functions for the company. I was also involved with part of the administration responsibilities.
Work Experience – (India):
Worked with Colgate - Palmolive (India) Ltd. - on a temporary basis from October 2 – December 31, 1995.
Worked with Party Professionals as Secretary Cum Office Assistant from June 1992 – September 1995.
Summary of Skills & Achievements:
· Self-motivated quick learner who thoroughly enjoys expansion of knowledge. 
· Dependable and result-oriented as a team member. 
· Ability to calmly cope under tremendous work pressure. 
· Self-organized with a conscious effort for perfection. 
· Learned the value of authority and responsibility. 
· Punctuality of time in work. 
Personal Interests:  Reading, Music, Sports and Travel.
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