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	Experienced Professional with 14 plus years of managing offices for C level Executives and 4 plus years of experience as Project Manager and Customer Service Manager.

	

	I am an extremely enthusiastic person with a positive attitude towards everything in life. I am proficient in office Management skills, stakeholder management skills, organizational skills, interpersonal skills, people management skills, time management skills, cost management skills, customer service skills, project management skills, risk mitigation skills, & managerial skills. I am process & risk oriented, values driven, and customer focused along with being focused on effective cost management without compromising on quality and standards of the organization irrespective of the role I take up. Over all I possess 19 years of experience to my credit. I have worked both in UAE and in India during these 19 years. Working closely and reporting to C level executives of ICICI Bank in Mumbai, Australia and New Zealand Bank in Bangalore and Sobha Group in Dubai has enriched my experience of managing and independently handling senior management’s office. I am looking forward to working in an organization where I can add value based on the experience I hold. I would love to work in an organization that also challenges my skills and enables me to enhance my learning. 
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Employment details:
Last Employer:
Designation: Senior Manager - Executive Secretary to the Founding Chairman Mr. PNC Menon.

Period: July 2015 to January 2016 

Major Responsibilities &Achievements:Theseresponsibilities are some of the major responsibilities and not limiting to everything I handled for the Chairman. 
· Attendedboard meetings and made notes of action points, followed up for status of the points discussed to ensure that the points were actioned.
· Chaired team meetings

· Visiting Site Office and conducting meetings on status update of the project

· Effectively managed support staff and delegated and planned work load

· Managed and monitored requisition of office supplies, brought down the cost of office supplies by 20% resulting in cost saving.
· Managed vendors(Office supplies, furniture, housekeeping etc.)
· Scrutinized and approved vendor invoices, introduced a standard operating process and reduced duplication of invoices
· Effectively managed internal and external stakeholders
· Organized and managed special events on behalf of the Chairman
· Managed the Chairman’s ever changingschedule/appointments – both external and internal appointments
· Coordinated with various Business Unit heads for updates of their business for Chairman’s perusal and approval
· Managed Chairman’s travel schedule and ensured the travel schedule , visa and hotel bookings along with appointments are up to date
· Coordinated with aviation manager of Chairman’s plane for chairman’s travel
· Effectively handled confidential documents including correspondence and response to correspondence (emails& letters)also managed the filing system.
· Handled telephone calls to Chairman’s office 
· Handled Chairman’s guests (accommodation, car etc.)
· Organized and handled corporate gifts on behalf of chairman for his guests
· Liaised with high net worth individuals& VIP’s
· Handled and managed the personal administration for both Chairman and his family
· Liaised closely with house managers of Dubai, India, Singapore and UK properties
· Maintained high level of confidentiality and integrity at all times
· Promoted diversity within the Organization and supported Organizational programs designed to create a welcoming environment for everyone.

· Handled and managed Chairman’s office end to end and ensured the office runs efficiently and effectively.
Previous Employer: Australia and New Zealand Banking Group Ltd. (Bangalore)
Period; June 2007 – June 2015
· I was a member of the Business Continuity response team at ANZ

· I was one of the working committee members for Customer Centricity drive at IBS

· I was a member of the Food and Nutrition Committee at ANZ

· I was a member of Health & Safety Committee at ANZ

Position held: Manager – Project Management Office - Oct 2010 - June 2015
I headed Campus Assist which is a division of project management office catering to our staff’s Transport, Facilities, Travel, Physical Security, Food & Nutrition, Mail Room & Front Office related queries and Requests. Campus Assist is a one-stop shop for all Campus related queries which operate 24/7; the team caters to our staff who are Seven thousand plus in number. A team of eight people reported to me.

Major responsibilities:
· Effectively and efficiently managed a team which provides campus related services for ANZ staff in Bangalore

· Investigated and solved escalated complaints, which were complex in nature

· Monitored team's records of discussions / correspondence with stakeholders

· Analyzed statistics or other data to determine the level of customer service at Campus Assist.(tools used - Call Monitoring System & Service Desk)

· Generated monthly dashboard and shared the same with the management team

· Ensured Operational Level Agreements are met by the vendors providing service

· Ensured Service Level Agreements are met by the concerned teams

· Liaised with Vendor Management team to ensure we get best of our vendors to provide competitive rates without comprising with ANZ's quality and standard

· Met vendors & discussed performance on a quarterly basis and on an ad-hoc basis when need arises

· Managed our stationery vendor - end to end contract management, stationery distribution and invoice management

· Ensured CSAT (customer satisfaction survey) was conducted on regular intervals and the feedback was considered for an overall improvement in the service provided

· Proactively met with stakeholders / Business unit heads to seek feedback on the service provided by India Business services
· Collaborated with managers who handle operations on ground for the services India Business Services provided, discussed and suggested improvements to existing processes, was accountable for standard operating process was revised. Ensured best of customer service and service delivery at all times
· Reviewed and revised Service Level Agreements at regular intervals

· Handled Business Continuity planning and supported during business continuity situations

· Effectively managed staff recruitment and appraisals

· Ensured staff are 100 % compliant on ANZ essentials at all times also ensured they are risk oriented while they go about their tasks

· Trained staff to deliver a high standard of customer service by being customer focused, process  driven, risk oriented and values driven

Projects Handled:
· Transport Project which required me to work on Vendor Management and helpdesk management

· Instrumental in ensuring Business Continuity is invoked during Bandh situations in Bangalore 

· Effectively worked on facilities vendor management and stationery request cost management

· Health & Safety Project: I worked closely with the HSW manager for a period of 12 months and   was instrumental in launching our in-house clinic Soukhya at ANZ. During this period, I was an active HSW(health safety and wellbeing) committee member as well.
Secondment Position held: Manager Travel & Front Office:
Managed Travel & Front Office for a period of four months when the Manager for the same was on maternity leave:

· Introduced Standard Operating procedure for inbound and out bound travel

· Identified regulatory gaps pertaining to cabs and closed the same

· Re-negotiated contracts benefiting the organization

· Streamlined process for our corporate travel cards.

Previous position held:
Executive Assistant to the Chief Operating Officer & Chief Risk Officer (June 2007 till Oct 2010)
Major responsibilities:
· Scheduled CRO's/COO’s calendar on a day to day basis
· Effectively handled phone calls, email correspondence to and from the CRO's/COO’s office

· Effectively handled domestic and international travel arrangements for theCRO/ COO; arranging complex and detailed travel plans and itineraries, compiling documents for travel-related meetings for the CRO/ COO

· Effectively handled escalations to the CRO/COO’s office, ensuring the same is addressed

· Effectively worked on special projects for IBS (COO's office )

· Composed and prepared confidential correspondence and reports, initiating action on those items requiring review, and draft replies for the COO

· Ensured the confidential documents were in place 

· Ensured intranet page for Operational Risk & Compliance up to date using the tool “create it”

· Efficiently and effectively worked with the CRO/ COO and the Office to promote diversity within the Organization and supported existing Organizational programs designed to create a welcoming environment for everyone. 

Previous Employer: ICICI Bank Ltd (Mumbai):
Designation- Executive Assistant to the Managing Director / Senior General Manager
Period: May 2001 – June 2007

Reporting to the Managing Director / Senior General Manager and assisting in performing a variety of responsibilities including special projects and serving as the MD / SGM's representative.

Major Responsibilities:

· Attended Management Committee Meetings and being the scribe for the same

· Prepared fortnightly report for the business and shared the same with the MD’s team
· Handled domestic and international travel arrangements for the MD / SGM
· Handled correspondence to and from the MD/SGM’s office

· Scheduled MD’s/SGM’s calendar on a day-to-day basis.

· Handled escalated customer complaints to the MD’s/SGM’s office, ensuring redressal for the same.

· Ensuredconfidentiality of documents at all times
Projects handled:handled a project on setting up Escalation desk at ICICI Bank's corporate office for customers who approach ICICI's corporate office when they face challenges with the services provided by the call center.

Previous Employer: Black Sea Chemicals (Dubai):
Sole agent for Sigma Aldrich in the Middle East

Period: January 2000 to December 2000  

Position: Executive Assistant to the General Manager sales and marketing (Middle East)   
Major Responsibilities:
· Processed enquires and generated Management information. 

· Prepared quotations and shared the same to overseas buyers. 

· Confirmed orders and shared the same to our principal

· Managed the logistics, ensured smooth processing &dispatch of orders

· Coordinated with the management and the staff

· Ensured records and customer database were up to date at all times
Previous Employer: AL-LUJJAIN CARGO (Dubai):
Period:January 1999 to December 1999

Position: Executive cargo operations (IMPORTS)

Major Responsibilities:

· Contactedoverseas agents for Booking Shipments

· Coordinated between the clients and the shipping agents

· Informed the clients regarding the arrival of their shipment and helped them in planning logistics

· Maintained accurate database at all times 
Previous Employer: M & N Publications (Bangalore):
Period; November 1996 to December1997 

Position: Assistant to the Area Sales Manager 

Major Responsibilities:

· Handled all correspondence with the Clients 

· Coordinated between the Area Sales Manager and the Sales & Marketing staff

· Prepared minutes during the meeting of the sales staff 

· Reported and analyzed customer feedback and maintained customer database.  

Educational Background:
Graduated in Bachelor of Arts (majored in and English Literature, Psychology & Criminology) from Mangalore University in the year 1996 

Date of Birth   
: 20-08-1974
Marital Status  
: Married  

Hobbies  
: Driving, Traveling, Photography, cooking and listening to music
Languages Known  
: English, Kannada, and Hindi. 

Last Salary drawn
: AED 26500.00 per month 
Reference

: Provided on request
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