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	CAREER SUMMARY

 A highly-organized administrator with proven office management skills and lots of initiative. Able to deal with people at all levels of the organization and capable of ensuring the office runs like clockwork. Experience of organizing and supervising of the administrative activities in a busy office environment, all within tight timescales and controlled budget. Constantly looking at ways to improve administrative processes to ensure that work gets done effectively.
	KEY SKILLS

· Excellent financial and analytical skills
· Excellent supervisory skills
· Expertise in financial management and databases
· Managing conflicts and problem solving
· Leadership ability

· Self-directed and goal-oriented
· Strong in analytical and project management
· Excellent communication and interpersonal skills

	EDUCATION AND CERTIFICATIONS

Diploma, Business Management, 1996

ALL INDIA INSTITUTE OF MANAGEMENT STUDIES

 Certified Administration and Office Management Professional, 2011

MEIRC


	ADMINISTRATIVE SKILLS 

· Ability to create and manage timelines
· Natural positive attitude and outlook
· Ability to multi task with a strong attention to detail
· Managing small cash floats
· Ability to work with minimal supervision
· Maintaining Purchase Order Processes
· Event Management



CAREER HISTORY
Regional Office Manager – The Royal Bank of Scotland plc. 


         June 2011 – till date
Responsible for administration BAU continuity of all the Bank’s branches and offices in the region with activities including the Trade licenses renewals within deadline, Travel Desk Management, Vendor Contracting and Management for services such as Record Management, Printing and Stationary, transportation, other general administration management of 5 different office locations (across Middle-East and Africa) with the assistance of 5 administrative staff reporting to self.

Executive Assistant to the COO & CFO – The Royal Bank of Scotland, MEA 
  April 2008 – June 2011

Providing full administrative and secretarial support to the COO & CFO including but not limited to diary management, travel arrangement, handling correspondence and presentation independently, co-ordination with Auditors etc.  Apart from Handling the EA role, assisted with various administrative tasks for the department and also held the responsibility of BCP co-coordinator for the COO and Finance Unit 
Executive Secretary – Al Tamimi & Co. 




            October 2006  - April 2008

Working with the litigation department and directly reporting to two lawyers with job profile that included, handling appointments, day to day correspondence, updating clients with hearing notifications, co-ordination with clients and other departments, maintaining time sheets of the lawyer and monthly billing etc. 

Executive Secretary to Vice President– Tata West Asia Fze, Jebel Ali (Dubai - UAE).
     July 2002 – March 2006

Tata (UAE) Fze is the wholly owned subsidiary of Tata International Ltd. the international arm of Tata Group and represent 80 companies which come under the umbrella of Tata Group.  It is basically the Trading Hub for various Tata Products in Middle East.

The job profile included providing complete secretarial support to the Vice President, i.e. managing appointments, correspondence, Minutes of Meeting, travel arrangements etc.  Besides, was fully responsible for visa and hotel arrangements for company guests, assisting in all administrative and Human Resource functions.

Due to structural changes, worked from April 2006 till September 2007, with Metrovol Fze, wholly owned subsidiary of Voltas Ltd., one of the Tata Group companies with the same job profile as with Tata West Asia Fze.

Executive Secretary to Managing Director – Paper Chase International Inc, Jebel Ali (Dubai - UAE).

         July 2001 to July 2002 

Paper Chase International Inc. is into import and export of various grades of stock-lot paper and waste paper. 

The day to day job description involved correspondence, filing, preparing Performa Invoices, Sales Orders, Quotations, LPOs, Stationery Stock Maintenance, Travel Arrangements, Hotel Booking, handling appointment diary of Managing Director and all other relevant secretarial duties.

Executive Secretary to the Chairman  & Director in Bhojwani Group of Companies.

June 1998 to July 2001 

Bhojwani Group of Companies dealing in diversified activities like Hospitality, Income Tax Consultancy, Travel Services, and Educational Institutions etc. Role involved handling the secretarial and administrative tasks with very busy calendar maintenance
Steno-Secretary to the Vice -President HRD & RE.(Bhojwani Group of Companies)

January 1996 to June 1998 

Role involved handling the secretarial and administrative tasks with very busy calendar maintenance

Steno-Secretary to the Branch Manager of Globe Detective Agency Pvt. Ltd.

October 1993  to January 1996 

Role involved handling the secretarial and administrative tasks with very busy calendar maintenance
More than 15+ years of experience in independently handling all secretarial jobs, arranging meetings/appointments, handling correspondence, maintaining files travel and Hotel booking arrangements
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