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 Perpetine
Perpetine.312581@2freemail.com 
Summary












A highly organized and detailed oriented Executive Assistant with more than 8 years of experience

in Banking, Hospitality & Conglomerate Industry.  Works with a sense of urgency to anticipate 
the needs of Senior-level Executives. Thrives in a fast paced and dynamic environment.
Highlights












•
Microsoft Office proficiency

•
Research work 
•
Articulate and well-spoken

•
Budget preparation

•
Meticulous attention to detail

•
Drafting policies

•
Business correspondence

•
Meeting support
Education













2015           Master Of Business Administration - University Of Wolver Hampton (UK) 
2006           Bachelor Of Commerce - University Of Mumbai (India).

Certifications












2013            ACI Operations (International Financial Markets Association) 
2012            Project Management Fundamentals (International Institute for Learning)
Professional Experience











Executive Secretary to SVP Operations and Head Of Procurement
January 2015 to November 2015
Abu Dhabi National Hotel

· Managed the SVP & Head of Procurement Diary; met all demands to achieve the maximum effectiveness of Schedule.
· Screened and actioned on SVP emails and drafted response on his behalf based on his direction.
· Drafted Policies & Procedures under direction of H-Procurement to ensure that developed department processes and established procedures are streamlined, and updated on regular intervals.

· Provided administrative support to team including matters relating to IT, premises, administration & HR.

· Designed Power Point presentations for monthly divisional meetings and recorded minutes and action points.
· Updated yearly supplier agreements and dealer applications on renewal basis.
· Liaised with Purchasing Managers and prepared authorization letters to hotels for purchase of Hotel supplies and other requirements.

· Maintained an active database for all suppliers and clients.

· Registration of new suppliers and maintaining client data base.
· Provided a conduit for group communications and managed the communication between the entities within ADNH.

Executive Assistant to CEO

December 2013 to December 2014

Exeed Industries at National Holding

· Acted as a proxy representative of the CEO within the company for non-crucial meetings and routine communications.

· Managed in the preparation of corporate presentations and reports together with minutes of key meetings.

· Screened and actioned on CEO's emails in liaison with his directives by drafting emails/ correspondence on his behalf.

· Monitored the balanced scorecard, by reporting progress of Key Performance Indicators (KPI) to the CEO.
· Conducted research, compiled data, and prepared necessary meeting documentation for consideration and presentation by executives, committees and boards of directors.

· Optimized operations of the Office of the CEO, through analysis of operating practices and procedures. 

· Prioritized, and followed up on incoming/outgoing issues and concerns addressed to the CEO, including those of a sensitive or confidential nature.

· Managed the CEO's time; scheduling the working day, carrying out diary management and co-ordination of all demands to achieve the maximum effectiveness of the CEO.

· Reviewed and proof read all documents/materials prior signature of the CEO.

· Undertook group related communication functions to facilitate good interaction across the Exeed Head office and subsidiaries.

Assistant to the Office Of Vice President 

September 2009 to November 2013

National Bank Of Abu Dhabi
· Assisted Program directors & Project managers in managing project workflows and other project related documentations.
· Screened and drafted emails on behalf of Vice President.
· Effectively applied organization skills towards facilitating of project administrative activities through document management, vendor invoices and initiated payments based on milestone delivery schedule.
· Prepared periodic reports on program activities, and updated progress / status or other special reports for management review on Enterprise Project Management (PMO office) office.
· Co-ordinated and tracked with PPM (Policy & Process Management) and Operations Division to ensure that developed business processes and established procedures are streamlined in consideration to risk, control and compliance factors, are uploaded on bank’s Intranet portal.
· Co-ordinated on roll-out plans approved on several projects of centralization by co-coordinating with branches to strictly adhere to roll out schedules as per the policy guidelines and designed protocol workflow. 
· Coordinated on development of documentation for business continuity planning & BCM planned exercises.

· Assisted in preparing financial budgets along with monitoring monthly department budget reports to actuals.

· Developed & compiled data on communications and promotional literature for distribution such as newsletters / Project charters.
· Provided support to Head of Operations / Deputy Head of Operations to execute tasks on need basis.
· Reviewed & monitored fixed Asset reports for the department on timely basis & maintained petty cash for the expenses incurred against Project activities.

Assistant to General Manager (Treasury Middle Office)

August 2007 to June 2009

ICICI BANK LTD.

Assistant to Managing Director (Treasury)

December 2006 to July 2007

CITI BANK INDIA
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