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	 Organized and dedicated professional Secretary with 9+Years of Successful Experience in executive management, administration and organizational skills desiring to work with a reputed company that allows utilization of acquired skill sets.


	 Target Job Location:

	                Dubai, Sharjah


 Career Summary:
· Excellent administrative and organizational skills.

· Wide experience in coordinating with customers to resolve their problems. 

· Ability to deal with people at all levels & capable of ensuring the smooth functioning of day to day operations. 
· Experience of organizing and supervising all administrative activities in a busy office environment. 
· Ability to work under pressure and complete high level workloads within strict deadlines.

· Proficiency in using a wide range of office software, including email, and MS office suites. 
 Professional Strengths:
	· Management, Organizational    and    Administrative skills

· Teambuilding & Supervisory skills
· Staff development & Training
· Inventory/Database & Record Management
· Excellent Problem-solving skills, attention to detail and follow-through
	· Meeting & Event Planning

· Proficiency in MS Office suite

· Meeting deadline and decision making
· Stress & Time Management skills, along with ability to adapt change & take challenges

· Report & Document Preparation

	· Ability to multi-tasks and work under extreme pressure

· Ability to build rapport with and relate to a wide range of people
· Motivating people and receiving the best results



Hands On Experience/Key Skills:
	· Calendar Maintenance

· Recording Minutes

· Meetings Coordination

· Letter / Memo Composition
· Employee Recruitment

	· Records Organization 

· Files Maintenance

· Reports Preparation

· Meetings Arrangements
	· Travel Arrangements 

· Handling Phone Calls

· Supplies Maintenance

· Financial Records



Professional Experience (9+ Years)
------------------------------------------------------------------------------------------------------------------------------------------------

          Ajman, U.A.E      


                         February 2012 – March 2016
          Administrative Secretary     
           --------------------------------------------------------------------------------------------------------------------------------------------

Successfully managed all the administrative & secretarial duties within the office which included, but not limited to the following:
· Performed secretarial duties, handled incoming calls, mails and correspondence.
· Responded to routine telephone inquiries; forwarded calls to appropriate party. 
· Typed documents and managed filing activities.
· Accurately maintained a variety of logs and files. 
· Prepared presentations based on the data collected from reports. 

· Monitored departmental materials and supplies and ordered as needed. 

· Typed checks as directed by staff accountants. 
· Maintained petty cash drawer and distributed petty cash to other departments when necessary. 
· Performed other duties as assigned. 

------------------------------------------------------------------------------------------------------------------------------------------------HSBC HDPI - Hyderabad, India                                                                       December 2004 – August 2011
Executive Secretary - May 2008 to August 2011
Administrative Assistant - IT, November 2005 to May 2008 
Technical Support Analyst - IT Service Desk, December 2004 to November 2005 
-------------------------------------------------------------------------------------------------------------------
Successfully performed administrative and secretarial duties for supporting the day to day operations of the IT head (HSBC) and senior IT management panel.
Accomplishments:

· Successfully performed administrative and secretarial duties with wide latitude for exercising discretion and judgment.
· Accurately maintained diary and scheduled meetings and appointments for the IT Head .
· Created several presentations and charts for IT Head & executives use at seminars and conferences.

· In-depth knowledge of the organization and maintenance of filing systems. 
· Great knowledge of the techniques of receiving callers, making appointments and giving information. 

· Overhauled the executive filing system by taking out redundant information and making the system more efficient.

· Successfully coordinated all office management activities for the IT Head. 

Key Performance Achieved:

· Researched, compiled, assimilated, and prepared confidential and sensitive documents, and briefed the IT Head regarding contents. 
· Read and screened incoming correspondence and reports; made preliminary assessment of the importance of materials and organize documents; handled some matters personally and forwarded appropriate materials to the IT Head. 

· Received and screened incoming calls and visitors, determined which are priority matters, and alerted the IT Head accordingly. 

· Composed letters and memoranda in response to incoming mail and calls. 

· Transmitted directives, instructions and assignments and follow up on status of assignments as liaison between the , IT Head, executives and subordinates and others, 

· Reviewed, proofread, and edited documents prepared for the IT Head’s signature. 

· Took dictation on technical and confidential matters from the IT Head as required. 

· Coordinated and facilitated  his calendar to arrange appointments, meetings, and conferences. 

· Established and maintained various filing and records management systems. 

· Made domestic and foreign travel arrangements; prepared and compiled travel vouchers, maintained all travel records. 

· Prepared letters as instructed and in accordance with precedent and directed mail to other staff members for their action. 

· Arranged for and scheduled appointments for the IT Head, including interviewing callers and making proper referrals; prepared material and made arrangements for meetings as required. 

· Studied reports received, checked and compared with previous reports and other data, and brought to the attention of the executive significant items, changes, errors or omissions. 

· Answered telephone and replied to questions in accordance with general instructions and referred calls to appropriate staff member. 
-------------------------------------------------------------------------------------------------------------------
  WebHelp Global Services – Hyderabad, India                                          June 2003 – November 2004 
MSN Technical Support Engineer & Quality Coach, Web help Global Services Hyderabad, India
-------------------------------------------------------------------------------------------------------------------


Key responsibilities included providing technical support to MSN Software, MSN Internet Access, Hotmail and providing quality coaching to other team members to ensure the service being provided is incompliance with the Service level agreements.
------------------------------------------------------------------------------------------------------------------------------------------- 
Certifications:
	· ITIL Foundation v.3 (EX0-101)
· Web Designing & 2D Animation



Personal Details:
· Visa Status:    Residence Visa

ASIYA
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