Rufina 
Sharjah, UAE
Rufina.320945@2freemail.com 
A resourceful, hard-working and dedicated individual with outstanding secretarial, administrative and organizational skills. Possesses excellent knowledge of MS Office, is quick to grasp new ideas and concepts and always keen to develop new skills and expertise. Able to work well both independently and as part of a productive team. Excellent interpersonal skills and can communicate concisely at all levels.

KEY SKILLS & EXPERTISE

•    Efficient and professional attitude at all times
•    Excellent time management
•    Good team player

CAREER SUMMARY

2007–Present         Personal Assistant, National Bank of Abu Dhabi 

•   Independently performing secretarial & administrative duties in order to ensure
     smooth and orderly functioning of the Branch Managers Office

•    Initiating drafting routine correspondence.  

•    Organizing the work flow by receiving, sorting, reviewing and routing
     correspondence, internal & outgoing mails 
•    Scheduling meetings and assembling necessary background material for 
     meetings. 
•    Taking note of minutes of meeting and summarizing & circulating the same to
     attendees for reference, follow-up/ appropriate action. 

•    Organizing and managing the appointments & schedules of the Branch Manager
      & Branch Sales & Service Manager.
•    Liaising with various departments and outside agencies

•    Organizing events for team building.
•    Keeping accurate records of holiday and absence in addition to establishing data
      tracking systems and developing efficient office procedures to manage staff

      leave.
•    Handling incoming/outgoing telephone calls in a timely and efficient manner.
•    Organizing and maintaining the filling system for easy retrieval of information.
•    Coordinating training activities, managing an online training diary. 
•    Timely follow with concerned staff & departments to ensure deadlines are met. 
•    Ensuring adequate stationery & supplies as per office requirement.
•    Maintaining records & dashboards of staff achievement for easy retrieval

•    Providing comprehensive PA support to the Branch Manager & Branch Sales &
      Service Manager.

1998-2000         Office Administrator- JS Group of Companies, Mumbai, India 

•   Fixing appointments and scheduling meetings

•   Handling incoming/outgoing telephone calls in a timely and efficient manner.  

•   Attending to visitors and providing information & referring them to appropriate
     Contacts within the organization

•   Handling enquiries and correspondence
•   Acting as Secretary to the Managing Director whenever he visited.

1997-1998         Assistant Office Administrator- Lennox Plastics Pvt. Ltd. Mumbai, India

•    Organizing and managing the appointments & schedules MD, Branch In-charge
      & Workshop Manager.
•    Liaising with various departments and outside agencies

•    Initiating/ Drafting correspondence
•    Keeping accurate records of holiday and absence
•    Preparing Daily reports of Raw Material & finished goods
•    Preparing delivery invoices.
•    Screening Calls.
•    Organizing & maintaining Filing system

1995-1997         Administrative Assistant Cum Receptionist- Summation Electronics  Pvt. Ltd. Mumbai, India

•    Initiating/ Drafting correspondence. 
•    Liaising with various departments and outside agencies

•    Coordinating & follow up with field staff to ensure timely response of customer
      concerns
•    Maintaining attendance register 
•    Greeting visitors & providing information 
•    Screening Calls

EDUCATION AND QUALIFICATIONS 
•    Bachelor of Arts Degree in Sociology (Mumbai University- India)
•    Diploma In Executive Secretarial Practice (Claries Secretarial College, Mumbai-
     India)
•    Diploma In Telephone Operation ( Bandra Commercial Training Centre, 
     Mumbai-India)

•    Diploma In Desk Top Management Skills (Wintech Computers, Mumbai-India)
•    Diploma in Programming Language C & C++ (Aptech India)
•    Conversational Arabic Course (Centre of Excellence, Mumbai-India)
           
TRAININGS & AWARDS


Expertise in Secretarial and Administration (July 2010)

Highest Performing Branch Staff for Credit Card Sales (February 2011)

Expertise in Secretarial & Admin Skills 2 (June 2013)

Business Etiquette – June 2016 (EIBFS)

Online Courses

Anti Money Laundering

Fraud Awareness


PERSONAL PARTICULARS

Date of Birth

:31st March 1978

Marital Status
: Married

Nationality 

: Indian

Religion

: Roman Catholic

Visa Status

: Residence

Languages 

: Fluency in English, Hindi & Marathi, Working knowledge of Verbal & written Arabic

Valid UAE Driving License

