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Position : EA cum Office Manager
Summary
Transition from a travel agency to a boutique investment bank and subsequent opportunities in large multinationals in the finance industry has helped gain valuable knowledge and experience in providing business support, secretarial and administrative assistance to Senior Management and Board Members. Proactive & diligent professional in quest of a Sr. Executive Assistant level opportunity in a professionally managed global organization, possess experience in the areas of :
· Corporate Event management; 

· Co-ordination and execution for conferences, training programs, seminars, off-site meetings; 

· General administration  - Ensuring quality services with primary focus on optimum utilization of capacities and resources leading to time and cost savings;
· Support for Board meetings and senior management meetings;

· Managing files, records & documents;
· Managing complex Calendar schedules and Travel arrangements;

· Coordination and communication with various stakeholders and ensuring that business deliverables are achieved;

· Cross functional co-ordination; Team management;
· Performing Accounting functions;
· Liaison with third parties, customers and vendors for commercial negotiations and in ensuring smooth business operations;

· Manage and monitor facilities (guesthouses and offices);

· Operations management (special assignments in the Travel firm);
· Assistance to candidates, new-joiners & exit formalities, etc.;

Employment details
Mumbai  



                         



             (June 2010 – to date)  

Sr. Executive Assistant to Group Chairman 
Haribhakti & Co & LLP, Chartered Accountants post the discontinuation of their association with BDO International entered into a strategic tie-up with a local Chartered Accountant firm to form a new domestic Chartered Accountants and financial services firm.  It is also a Member firm of Baker Tilly International, an international Accounting firm.

Key responsibilities :   

Secretarial and administrative assistance to Group Chairman

BDO Consulting Pvt. Ltd.,  Mumbai  (formerly known as Haribhakti & Co.)

            

Sr. Executive Assistant to Chairman & Partners (Core Management team) 

Key responsibilities :   

Secretarial assistance to Chairman, Partners (including a Partner from BDO-UK on a 2-year Asia Pacific secondment)

Special responsibilities  :

· Conference : Sole responsibility to co-ordinate & execute complete arrangements for a  3-day international conference of ILPs/Partners of BDO (110 delegates) from US, UK, Canada, Europe & Asia Pacific region held in Mumbai & All India Partners conference for DH Consultants (Outstation-3 days)

· Administration – Assistance to UK Partner on relocating to Mumbai on secondment (identifying rental accommodation & execution of lease agreement, FRRO registration, long term hotel accommodation & car hire arrangements; Club membership, etc.); 

· Event : Team member & Co-ordinator for Annual day arrangements (identifying venue, negotiate rates, menu planning, logistics, etc.); 

Ernst & Young Pvt. Ltd.,  Mumbai  





                  May 2002 – June 2010)  

Executive Assistant to Partner; Executive Director (Head of German desk on an international posting for 3 years ) & team; 
Key responsibilities :

Secretarial:

· Co-ordination with senior management across other business units and service lines; clients; calendar management, maintaining personal files, etc
· Travel arrangements, special assistance for obtaining visas for 140 plus team located across India; travel arrangements for senior management from overseas offices

· Assisted in Engagement management (setting up of engagement codes for client & administrative codes, tracking of time and expenses incurred, invoicing, follow up on receivables, etc.) 

· Assisting, on selective basis, other sub-service divisions 

Administrative:

· Assisting new joiners & exit formalities for all levels (in co-ordination with HR team)

· Assisted :

· All outstation conferences and Off-sites, both domestic and international for All-India Transaction Advisory Services and Transaction Support teams.  
Main responsibility : Co-ordinator for Mumbai team (+125 persons).  

· Sole responsibility : Co-ordinated arrangements for Training programmes across locations for  senior management; social events for service line and sub-service line teams in Mumbai on a regular basis; complete co-ordination for a special 2-day All India Partners conference of the Business unit; all arrangements for special events such as Private Equity (PE) business development initiatives; Global Partners Account Planning meeting, etc.

· Vendor management, etc.

· Responsible for arranging teambuilding initiatives (post merger of Arthur Andersen with EY)

· Assisting senior officials on secondment from overseas offices (relocation facilities).

· Co-ordinate with the Design Centre team to design the “Quality & Risk Management” (Q&RM) posters for internal circulation 

Achievements: 

· Acknowledgement & appreciation by the UK Q&RM team

· Renegotiated rates resulting in 25% saving towards hotel accommodation & 35% car hire costs; identifying premium lease residential premises on very attractive terms, etc.

Arthur Andersen, Executive Assistant to Senior Partner (Global Corporate Finance)                                 (Jan 2001 – May 2002)

Ind Global Financial Trust Ltd., Executive Secretary to Chairman 

                                   (Jan 1990 – Jan 2001)

Ind Global Financial Trust Limited (IGFT) merged with Arthur Andersen (subsequently changed to Andersen) 

in January 2001 & in May 2002, Andersen merged with Ernst & Young
Arthur Andersen

Executive Assistant to Senior Partner (Global Corporate Finance) & Director 

· Coordinated with other service lines within the firm and externally with clients, regulatory authorities, government officers such as MOF, etc., 

· Main coordinator for administrative work across all locations for Corporate Fin team; Secretarial assistance;  and

· Arranging offsite conferences and team building events. 

Ind Global Financial Trust Limited (IGFT)

Executive Secretary to Chairman
IGFT was a start-up organization engaged in fee-based Financial Advisory services (Mergers & Acquisitions; Restructuring; Fund Raising; Open Offers, etc.) and subsequently on obtaining the Category-1 SEBI registration, was actively involved with Capital markets assignments (IPOs, Rights Issue, etc).
Key responsibilities:

· Setting up the office & establishing systems with respect to day-to-day operations; supervision of non-executive staff; and initiating long term work contracts with external service agencies; vendors, etc. 
· Chairman's Office: In charge of all Administrative matters and assisted with Human Resources, Finance & Accounts; including co-ordination and maintaining record of all Money-market transactions.

· IGFT was representing Salomon Brothers Inc. (SB), in their India initiatives from 1991 to 1996.  Responsibility : Interacting with SB's senior personnel, scheduling their appointments with industry, government & regulators (e.g. Ministry of Finance, SEBI, Stock Exchanges, etc.); travel arrangements; arranging special events for business development.

· Assistance & co-ordination with senior key personnel during joint ventures with Marlin Partners, Invesco plc, Kleinwort Benson & Andersen.

Jollyboard Limited






                                    (Mar 1989 – Jan 1990)

Executive Secretary to Managing Director 

· Secretarial and Administrative duties; 

· Assisted the editorial team of special magazine on “Interiors and Architecture”
Indtravels Limited (Travel divn of Airfreight Ltd–Presently known : Carlson Wagonlit)                                (Apr 1983 – Feb 1989)

Secretary to Corporate Manager (Inbound division)

All Secretarial duties & Department’s administrative responsibilities.  In addition: 
· Sole responsibility to assist the Manager in handling inbound group tours in India, specially designed for Senior Citizens organized by Saga Holidays of U.K.  Achievement: Was promoted to “Executive-Inbound Travel”.

· Entrusted sole responsibility for implementation of the Tours software.  

Zenith Electronics (Zenith Computers Ltd. group) 



                                 (Nov 1980 – Mar 1983)

Secretary to Proprietor    

· All secretarial functions such as scheduling meetings, filing, co-ordination with senior managers, etc.

· Liaison with other departmental heads 

· Travel arrangements (domestic & international).
Key strengths & skills :
Organization

Well organized in office dealings with a “can-do” approach
Communication

Good verbal and written communication abilities

Team management

Efficient and result oriented

Proactive & effective

Ability to assess requirement and can assist without monitoring

Work effectively

Ability to prioritize and meet deadlines
Interpersonal 

Attention to detail, follow-up & follow through towards completion of tasks

Confidentiality

Complete discretion in handling all data/information

Professionalism 

Easily maintain a balance between personal & professional life

Education 

Qualification: Higher Secondary College (Std. XII Commerce)
Diploma course in Cyber law; Certified Courses in Cyber Forensics & Investigation.   

Computer skills:  MS Word, Excel, PowerPoint, Databases, etc.

DOB  : 17 Jan 1960

Social initiatives 

Secretary, Parish Council (Religious)  &  Chairperson,Co-operative Housing Society for ten years
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