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CURRICULUM VITAE

BINDU 
PROFESSION
:
Executive Secretary
PROPOSED POSITION 
:
Administrative Assistant / Executive Secretary
NATIONALITY
:
Indian
DATE OF BIRTH
:
06 Feb 1972

LANGUAGES
:
English
EDUCATION
:
B.Sc, Bachelor of Science, 1993
VISA STATUS
:
Husband’s Sponsorship

CONTACT
:
bindu.302417@2freemail.com 
PROFESSIONAL HISTORY:

2007  -  2016
PARSONS INTERNATIONAL LIMITED, ABU DHABI 


SENIOR ADMINISTRATIVE ASSISTANT
1996  -  2004
PARSONS INTERNATIONAL LIMITED, ABU DHABI




EXECUTIVE SECRETARY 
1994  -  1996
BIN JABR GROUP LTD., ABU DHABI


SECRETARY

KEY EXPERIENCE
Has extensive experience over twenty years in assisting and coordinating with construction projects execution, engineering design projects (Water & Wastewater Management, Landscaping and Irrigation projects), document management, also worked in Mechanical & Electrical Dept. in U.A.E. 

High levels of managerial, technical, interpersonal and IT skills.  Have worked on a number of sewerage rehabilitation, irrigation, landscaping and stormwater projects with government Departments in U.A.E.  Excellent office administration& assisting Accounts Department.
Added great value to projects and organizations worked with thorough analytical skills and suggestions for improvement followed by secretarial, administration, documentation works. 

Competent in IT, e.g., MS Office packages (Word, Excel, Powerpoint, Visio etc), various documents control software, Internet research and communication.
DETAILED SUMMARY

2007  -  July 2016
PARSONS INTERNATIONAL LIMITED, ABU DHABI 


EXECUTIVE SECRETARY


Secretarial, administration, coordination and documentation works.
· Preparing correspondences like transmittals, letters, memos, minutes of meeting, etc.

· Preparation of tender documents, bills of quantities, prepare the documents for tender openings, verification of tenderers’ bills of quantities, tender reports, monthly report, annual report, budget report, etc.

· Maintain and update drawing register, report register, etc.
· Receive and direct telephone calls and office visitors.
· Respond to verbal queries from other departments.
· The position also involves reporting to Chief Resident Engineer and has a support responsibility to all functional directors and project managers with a support team of document controllers.
Ensures that there exists a collaborative sharing area for internal and external informations.  
Act as an interface between the technical and business elements of Project Information Management. 
 Responsible for overall integrity of the internal electronic document management system used for project operations. 
Maintain document management processes and supporting tools.  
Ensure the compliance with standard document naming and numbering conventions or maintains consistency with the existing conventions in use.  
Define document registration, archiving and disposal procedures.  
Control the flow of documents.  
Ensure compliance with organization standards and procedures.
Projects undertaken include:

· Design and Construction Supervision of Works Related to Rehabilitation and Replacement of Sewer Network in Abu Dhabi – Phase 1 (C190/4, 190/5 & 190/8) -contract period 1996 - 2001.
· Mechanical & Electrical Department dealing with all construction supervision M&E works of sewerage & irrigation pumping stations. 
· Consultancy Services for the design and construction supervision of sewers to the proposed WWTP’s at Al Sad Al Ain and Al Wathba Abu Dhabi and associated treated sewage effluent system (Contract G-4140).   The project is aimed at providing a comprehensive cost-effective designs and construction supervision management program plans, which will cater for the evolution and development of the Abu Dhabi Emirate sanitary system up to an adequate and agreed planning horizon. The project is divided into two lots, namely: 
Lot A, consisting mainly of interceptors and trunk sewers, abandoning sewage pumping stations and construction of treated sewage effluent disposal system at Al Sad, together with the overflow facilities.
Lot B, consisting mainly of new sewer lines from Mafraq WWTW to the new Al Wathba WWTW, treated sewage effluent, pumping station, and overflow facilities.  
· Abu Dhabi Sewerage Services Company (ADSSC) project Construction Supervision, Home office support during construction and during the maintenance period for the Works Related to Mafraq Capacity Enhancement and Refurbishment of Mafraq, Ghantoot and Al Khatim WWTP’s.  and two variations.
(i) 
Green Water Transmission Main to Al Wathba and 

(ii) 
IPS-3A TSE Pumping Station and Associated Works

· Abu Dhabi Sewerage Services Company (ADSSC), in its drive to optimize the performance of its assets and meet the projected requirements of future major developments, has initiated the project Consultancy Services for the Design and Construction Supervision of Sewerage Schemes for Future Developments Works in Abu Dhabi Emirate – Phase 3. 

The work involves Task Orders type services for various undefined projects that may comprise house connections, trunk sewers, treated sewage effluent (TSE) pipelines, pumping stations and similar related facilities to serve new development areas. It also involves site location and performance specifications for sewage treatment facilities to be executed.

· Planning & design manual to assist in the goal of integrated waterworks infrastructure management of Kahramaa - Qatar General Electricity & Water Corporation.  Manual to be utilised on a day-to-day basis by KAHRAMAA internally and will provide guidelines to external consultants.

· TRANSCO (Abu Dhabi Transmission & Despatch Company) project to evacuate the available water surplus at Taweelah Production Plant as a result of flow diversion with the introduction of new proposed plant at Mirfa and to maximize the utilization of the transmission facilities from Taweelah-Ajban-Sweihan to supply Al Ain Region's additional water requirements. 
· Engineering services for Sulaibiya Wastewater Treatment and Reclamation Plant (WWTRP) expansion - State of Kuwait.
· Various Parks and Recreation Facilities Division, Municipality of Abu Dhabi City Landscaping and irrigation projects.
1996  -  2004
PARSONS INTERNATIONAL LIMITED, ABU DHABI




EXECUTIVE SECRETARY 

Dec 2001 –  June 30 2004



Working for PIL – Mechanical &Electrical Department


Aug 1996 – Nov 2001



Worked for PIL Contracts 190/4, C190/5 & C190/8 (Contract Period 1996 – 2001) as Personal Assistant to Chief Resident Engineer.


Performs a broad range of secretarial duties for managerial / senior level administrative/professional staff positions.  


Writes letters, reports, resumes, minutes and completes forms following clear instructions.  Most assignments require the use of a personal computer utilizing Microsoft word, Excel, PowerPoint, MS Access, Visio.  Prepare Weekly Report, Monthly Report, Work Progress Report to the Client, Prepare presentation slides and brochures for seminars, exhibitions (eg. AQUA 2000), weekly and bi-weekly meetings.  Presentation slides in computer on Power Point  of MS Office package.  Make Organization Chart of our Construction Department (consisting of 150 employees) in Visio Professional.

Composes some correspondence or complies recurring reports for supervisor’s signature, using own initiative and knowledge of the situation being addressed.  Records and transcribes dictation, for signature, if the job assignment requires it.  Proof reads for grammar and utilizes the word processing soft ware to ensure spelling accuracy.


Receives and directs telephone calls and office visitors, answers questions, takes messages, or screens callers as appropriate to the assignment.  Often responds to verbal and written requests for information directed to the supervisor, through independent research.  Always presents a positive, professional response to each contact.


Establishes and maintains files (ISO Filing System), records and logs.  Establishes and maintains standard distribution lists related to the activities of the assigned employees.  These tasks may be completed manually and by use of the personal computer based on the assignment.


Schedules appointments and maintains calendars for those assigned.  Follows up with reminders on scheduling, as appropriate.  Makes travel arrangements, coordinating airline and auto rental reservations, hotel accommodations, Travel Authorization paperwork and Expense Reports.


Assist Quantity Surveying Department in preparation of monthly Payment Certificates and Final Account and assisting the Chief Resident Engineer in preparation of budgets for tendering and current projects.


Assist Quality Assurance/Quality Control Materials Department Resident Engineer to prepare the material submission, Contract Specifications and other QA/QC Material reports like Material Appraisal and Product Vendor Assessment.


General Administration like preparation staff timesheet, keeping personal records of all staff updated, order and maintain office supplies for the group, receives mail, scanning for urgency and importance.  Responds to requests for information and action, or routes to appropriate individual for follow up.


Description has been designed to indicate the general nature and level of work performed.  The actual duties and responsibilities may vary based on assignment and are not limited to those listed.

1994  -  1996
BIN JABR GROUP LTD., ABU DHABI


SECRETARY


Office administration, assisting Accounts Department, handling petty cash, preparing monthly salary statements of the company staff. Attending multiline telephone system with various extensions (switch board).  Self-correspondence with Equipment suppliers both local and international.  Operation of facsimile messages.  Preparation of monthly sales reports, daily work allocation for staff etc.  Typing letters, enquires and quotations.    File maintenance & maintenance of staff personal records.
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