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	Gulf experienced professional with 15 years of proven exposure and competencies in administration, office management, support services, and customer relations. Displayed flexibility in working well in cross-functional teams and facilitate completion of goals with proven ability in handling multiple tasks and dealing with unexpected change. Exposed in diversified industries, significantly contributed in the executive work profile and achieved a consistent career growth. Demonstrated expertise in performing well under work pressure, coordinating with multicultural personnel including various clients, meeting tight deadlines, maintaining confidentiality of company records, dealing tactfully with various concerned agencies and surpassing performance parameters. Innovative and well organized team player with excellent communication, organization, leadership, problem solving, time management, interpersonal and IT skills. 


	STRENGTHS

	· 10+ years of progressive Gulf experience
	· Excellent Office Management Skills

	· Aptitude in Administration Functions
	· Liaison with seniors-colleagues-clients

	· Self-motivated, Confident-Committed to excellence   
	· Proficient in various computer applications
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	ACCOMPLISHMENTS

	· Promoted in job responsibilities for excellent dedication to work and leadership qualities in new assignments. 

· Successfully conducted departmental overview and work structure to new employees. 

· Consistently demonstrated resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams even under pressure with a good sense of urgency to complete multiple tasks within strict deadlines.

· Displayed integrity and strong work ethic in maintaining confidentiality in official records.   

· Noted as a quick learner who can easily understand and adapt company processes.


	
	CAREER SNAPSHOT


	Secretary, Land Mark Group, Home Centre LLC, Dubai, UAE

	Jul 2007 – Present

	Administrative Assistant, Mirali General Trading, Dubai, UAE

	Sep 2005 – Dec 2006

	Office Administrator, Future Options, India

	May 2001 – Jun 2005

	Scientific Officer, Baroda Management Association, India
	Jun 1998 – Dec 1999


	
	AREAS OF EXPERTISE

	Administration

· Supervise and direct the entire departmental administrative operations of the organization.

· Attend to general inquiries and afford information on company products or services.

· Preserve proper records of incoming and outgoing correspondence, file documents and letters systematically, and keep all assigned files up-to-date. Maintain confidentiality of documents and records.
· Assist in frequently evaluation and set up of improvements to the existing process.
· Track Senior Manager’s diary; schedule appointments; attend and document minutes of the meeting; organize details of travel arrangements, itineraries and accommodations. 

· Coordinate with internal departments as well as all third parties to exchange information, communicate activities, and promptly resolve issues and concern.  

· Manage complete facilities set up and upkeep; ensure enough quantity of supplies to support operations. Also perform filing, e-mailing, faxing and self-correspondence.


	Office Management

· Organise and supervise all of the administrative activities that facilitate the smooth running of the office.

· Regulate and assign secretarial and clerical functions; delegate responsibilities among office staff and make sure that there is no office staffs are experiencing a work overload.

· Implement procedural and policy changes to improve operational efficiency.

· Provide training and orientation to new employees regarding the policies, equipments and procedures in the office. Manage and evaluate the work performances in each employee and afford promotion to qualified staff.

· Formulate training programs for employees and create arrangements for sessions that need to be conducted.

· Create system filling and make sure that the systems are updated; lay down various procedures in maintaining records and budgets expenses in the office. 
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	Secretarial Functions

· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, or presentation software. 

· Read and analyze incoming memos, submissions, and reports to determine significance and plan distribution. Open, sort, and distribute incoming correspondence, including faxes and email. 

· File and retrieve corporate documents, records, and reports. 

· Perform general office duties such as ordering supplies, maintaining records management systems, and basic bookkeeping work. 

· Handle agendas and make arrangements for committee, board, and other meetings. 


	
	PROVEN JOB ROLE


	Secretary – Land Mark Group, Home Centre LLC
· Responsible in providing secretarial and administrative assistance Retail Department and Deputy General Manager as well as to board of directors. 
· Managing the daily financial and accounting records; coordinating and handling office policies.  

· Organizing meetings and conferences; responding to telephone calls, preparing correspondences, reports, minutes & meeting agendas, filing & records keeping; and handling presentation & publication materials.

· Task to supervise projects, reply to public queries, liaise with suppliers, provide retail support and maintain office supplies inventory.
· Assisting the Senior Managers in the reports preparation, presentation, self-correspondence, and internal/client communications. 


	Administrative Assistant  – Mirali General Trading
· Carried out varied secretarial and administrative functions and supervised daily activities at the office like responding to calls, taking messages/dictations, handling incoming/outgoing faxes, drafting of letters/correspondences and organizing meetings as well as monitored housekeeping duties such as monthly telephone and DEWA bills payments, staff attendance and related files.

· Handled petty cash, kept debit/credit account records and followed-up payments of clients.

· Tracked trading of goods, prepared invoices, Cotecna RIF filing and submitted all necessary documents needed.


	Office Administrator – Future Options
· In charged in the entire administrative and secretarial functions including taking dictations, formulating letters & correspondences, petty cash maintenance, filing & stationery keeping and attending to incoming/outgoing calls/faxes. Scheduled and attended meeting and appointment; took minutes of the meetings.
· Aided students on the necessary documents needed in pursuing higher education in Australia and New Zealand.



	Scientific Officer – Baroda Management Association 
· Assigned to Medical Waste Management project and carried out inspection on 4 hospitals in connection to waste disposal system and submitted report on the findings of the inspection.
· Performed training to concerned hospital staff like doctors, nurses and other administrative staff.



	
	QUALIFICATIONS

	

	Certificate in Computing, Indira Gandhi Open University, Gujarat, India

	2000

	Bachelor of Science in Zoology, M.S University, Baroda, India


	1997

	Certificate in Typing, Gujarat State, India
	1991

	
	

	
	IT SKILLS-Training

	· Proficient in MS Office Suite (Word, Excel, PowerPoint), Internet & E-mail Applications
· Participated in the Time Management Training 


	
	PERSONAL DETAILS

	Nationality
	:
	Indian

	Date of Birth
	:
	8th May 1975

	Marital Status
	:
	Single

	Visa Status
	:
	Employment Visa

	Languages
	:
	English, Hindi, Gujarati, Malayalam & Tamil

	
	
	



