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 Secretarial / Administration 
“Scaling new heights of success with hard work & dedication and leaving a mark of excellence on each step”

PROFILE SUMMARY

· An Executive Secretary to Top Management with 7+ years of rich experience entailing Secretarial Operations, Administrative & Operations Support to senior level executives and high profile individuals & corporates

· Pivotal in Secretarial tasks including duties as office coordination, managing correspondence and drafting letters, managing top & confidential correspondence/document, fixing appointments & meetings, formulating synopsis of reports & presentations, finalizing meeting agendas, circulating minutes of meetings, coordinating end-to-end travel facilities, and directing various queries to relevant departments

· Hands-on experience in understanding & analyzing evolving needs of an organization for stabilizing the operations and streamlining the core skills of all administration & facility functions, invigorated businesses, heightened productivity & enhanced internal controls
· Proficient in providing comprehensive support for executive-level staff including scheduling meetings, managing correspondence and drafting letters; generating monthly MIS reports, weekly reports, fortnightly reports & daily reports, coordinating travel and managing all essential tasks

· An expert negotiator complemented with skills in coordinating with the internal / external departments for the smooth business operations
CORE COMPETENCIES

Secretarial Operations

Office Administration

Expenses Reduction

Documentation & Reporting

Vendor Management

Confidential Correspondence

Liaison & Coordination

Facility Management

Compliance Management

NOTABLE ACCOMPLISHMENTS ACROSS THE CAREER

· Seasoned professional with 7+ years of experience as Executive Secretary to the Top Management offering unparalleled personal, secretarial, administrative & operations support to senior level executives and high profile individuals & corporate.  

· Pivotal in dealing with top Management officials (CEO/ GM /ED / Department Director and Secretary) of various companies in facilitating their travel to other countries for exposure trips and Meetings 

· Steered efforts in executing proper protocol and channels to ensure no flaws and successfully arranged entire whole travel including air tickets/ airport transfers/ hotel, visa, etc.

· Distinction of managing 3 successful continuous executive committee meetings for Oren right from the Agenda till the final circulation of MOM including:

· Preparation of extensive agenda notes regarding the activities of the company

· Contributed in addressing administrative issues related to the company

· Merit of successfully executing Annual Planning Meetings and Yearly Steering Committee Meetings for the Division, right from conceptualization to circulating MOMs and feedback to all members, received appreciation from the management for excellent contribution for the same 

· Played a key role in organizing Offsite Retreat for employees and their family members including total of 125 members 

· Functioned as Core Team Member for cost reduction for all office expenses, from conceptualization to the final implantation to the company

· Acknowledged as Star Performer and An Asset to the Organization in Annual Appraisals by the MD for successfully delivering the assigned additional responsibilities

·  Instrumental in functioning as HR Executive of HR activities starting from recruitment to exit of employee forming a complete life cycle of an employee such as - recruitment, performance appraisal, employee welfare, MIS and staff deployment for Feedback Infrastructure
ORGANIZATIONAL EXPERIENCE

Since Feb’15
Oren Hydrocarbons Middle East FZCO, Dubai as Executive Secretary  

Key Result Areas:

· Facilitating high quality personal and administrative assistance to the Directors 

· Managing emails and correspondence by drafting emails, letters & so on

· Maintaining extensively busy calendar

· Ensuring end-to-end travel solution for domestic and international travel

· Liasing with the teams based at the different farm locations across the country to get various reports

· Preparing reports based on the information and progress details received from the Managers

· Drafting & compiling Minutes of Meeting for final circulation

· Formulating agendas and making the arrangements such as coordinating catering for luncheons, for committee, board, and other meetings 

· Provided support to MD in streamlining various routine activities

· Liaised with direct reportee’s of Managing Director for setting up review mechanism

· Formulated agenda and minutes of weekly/ monthly / annual strategic and planning meetings and circulating among the members

· Interfaced in updating Staff MIS / Accounting MIS and generating various reports from MIS and forwarding the same to management

· Ensured secrecy of confidential documents and maintained confidentiality of communication on company matters

· Facilitated dissemination of information and prepared action plans for others on behalf of MD

· Maintained coordination between Head office and other Project offices across the country

· Assisted in making travel related arrangements i.e. ticketing, visa, ground transportation, and hotels worldwide

· Organised various conference & annual meets of the company

· Managed Annual Gala Dinners and Theme parties, Offsite Retreats, Get-togethers and routine Birthdays & Farewell Parties

· Secured acceptance of employees as confidante and ensured timely redressal of all issues

· Developed plans & managed budgeting of administration expenses for minimizing the operational expenses/ costs

PREVIOUS EXPERIENCE

Sept’12 - Nov’14
Doha Valor Group, Qatar as Executive Secretary cum Office Administrator.
Nov’09 – Apr’12 
Unimax Technologies, Singapore as Asst. Administrator.

Jul’08 – Aug’09
Losungture Pvt Ltd, Mumbai as Admin Executive.

ACADEMIC DETAILS

· Master of Business Administration from RAI University, Bangalore in 2008

· B.Com.  from Manonmaiam Sundaranar University in 2006
IT SKILLS

· MS Office (Word/Excel/PowerPoint), Windows 7, MS Access & Outlook Express, C, C++, Oracle8.0, Visual Basic etc

PERSONAL DETAILS

Date of Birth:

17th April 1984
Languages Known:
English, Hindi, Tamil & Malayalam

Visa Status:

Employment visa
Nationality:

Indian
Address:

Al Fahidi, Dubai

DECLARATION

I hereby declare that all the information furnished above are true to the best of my knowledge and belief

