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________________________________________________________________________________                     
Objectives:

To enhance my career in any field, with a responsible position in a Progressive Organization, which would provide  me with a challenging opportunity for organizational growth and further development of my talents / skills for excellent growth of career and for better prospects of life.
________________________________________________________________________________

Highlights:



Organization & Management Skills:
· Experienced administrative professional with excellent proven skills in computer, work processing, scheduling of meetings, conferences, special events, travel arrangement, weekly reports and organizing.
· Superior work ethic. Achieve results independently with teams in pursuit of company goals, Serves as  liaison with faculty staff and vendors, resolving wide-ranging service issues.
· Increases efficiency with fast, accurate production by streamlining filing system.
· Co-ordinates with interdisciplinary departments, liaised and monitors administrative staff for continuity, prioritizes and identifies task to achieve goals and objectives on schedule and within budget.  Contributes to cost saving by supervision and training.
Communication Skills:
· Good written and verbal fluency in English Language, Self Correspondence, Effective Report Writing, Good Administrative Records and Documentation.  Assimilates information, prepares various issue documents and responds promptly to written and verbal enquiries. 
· Excellent presentations skills to efficiently present and communicate ideas, concepts, through research and use of computer software.

Strengths:
· Ability to multi-task responsibilities and work under pressure to meet demanding deadlines and to approach situations with creativity while understanding time and financial implication of all decisions. 

· Strong procedural understanding, problem solving skills, proactive, adaptable, enthusiastic, dedicated, independent thinker, team oriented player complimenting creativity with motivation to see the projects / tasks through to completion.
_________________________________________________________________________________
Career Profile
Executive Secretary to CHAIRMAN                                        
Abu Dhabi – U.A.E 




February 2011 – Till Date
Job description includes: 

· Managing the Dairy of the General Manager for appointments & meetings.
· Travel and hotel arrangements for General Manager and preparing his itinerary.

· Coordinating Meetings and entire Travel Arrangements for the Visitors of General Manager.

· Liaising with GSA’s, Airlines & Suppliers for meetings, events, corporate deals, incentive agreements and other contracts.

· Attending Meetings and transcription its Minutes.

· HR related activities.
· Recruitment : Sourcing CVs/Shorting listing Candidates/Pre-Interviews/Offer Letters/Contracts/Follow-ups on their Visa until employee status confirmed.  

· Managing Staff-related matters concerning any issues, enquires on their Performances, Terminations, Exit Formalities. 

· Coordinating with Staff with matters related to Leave/Rebate Ticket/Employment Certificates to banks & embassies/Passport Release. 

· Supervising those reporting to me i.e. Drivers/Messengers/Office Assistants /Receptionist.

· Organizing and managing all Company Events i.e. Company Annual Meetings, arranging and dispatching Marketing Materials for the event and ensuring that Brand “ATB” is well advertised in the market.
· Making Visa and Hotel Arrangement for the visiting dignitaries & guest of ATB.

· Emailing Airlines, Holidays & Hotel Promotion to Travel Consultants.

· Ensuring all important e-mails pertaining to Airline Policy Changes are dispatched to all Travel Consultants.
· Liaising with Airlines for FAM Trips, nominating staff & coordinating all documents required for FAM Trips.

· Liaising with ATTAC for company & staff membership renewals & invoice follow-ups.
· Coordinating with Amadeus and Travel Port for staff trainings.
· Preparing Tenders and ensuring timely submission of the same.

· Keeping a track of Addendums and coordinating the same  with the General Manager.

· Preparing company Proposals for all Key Account Managers.  

· All Correspondence, and other basic routine secretarial work.  

Emjel Oilfield Services LLC

             Admin. Assistant / Document Assistant                                               
Abu Dhabi – U.A.E 




25 April, 2009 -  10 January, 2011
Job description includes: 

· Generate correspondence, i.e. letters, memos, pre-qualification documents etc.

· Assisting in preparing and submission of Tender Documents to Clients.
· Ensured classified correspondence is properly marked and controlled.

· Performed numerous administrative duties, including scheduling meetings, forwarding documents to PR Office for visa purpose, labour card and other legal documents.

· Arranging documents & following up with the concerned Authorities for procurement of ADNOC security passes for personnel and vehicles.

· Making travel arrangements for staff.
· Arrange lodging and transportation for official visitors and provide general assistance to visiting dignitaries and maintain social rosters.

· Prepared agendas for Meetings and transcripting its minutes.    

· Handling Petty Cash for general expenses.
Al Naboodah Contracting Co. LLC

Document Controller                                                 
Al Sowah Island, Site Office, 



25 May, 2008 -  21 April 2009
Abu Dhabi – U.A.E 






Document Controlling for below Project:
Al Sowah Island – Roads & Bridges

Job description includes: 

· Receiving and Dispatching Technical Documents for the Engineering Department.

· Controlling the Documents by maintaining electronic database and log for the same.

· Preparing & filing Technical Submission’s such as Shop Drawings, Material Submittals, Method Statements, Site Clarification Request, Document Submittals &  Work Notifications. 
· Maintain a comprehensive Tracking Schedule for Technical Submittal’s and ensuring that all related submissions are made in time and the Status is precisely marked for onward production on the site as well as procuring Materials on site.
· Liaise between the Consultants for the approval of the Technical Submittal and forwarding the same to the site to ensure smooth operation as well as forwarding the same to the main Client.
· Submission of the Tracking Schedule on weekly basis to the Planning Department for preparation of Weekly / Monthly Report.
· Maintaining a Detailed Log for Controlling of Contract Drawings and on ward submission of the same to Office Engineers, Site Engineer, QA/QC Department, Quantity Surveys etc..
PAL Technology




Secretary / Document Controller                                                 
Head Office, Abu Dhabi – U.A.E


18 January, 2005 to 24 March, 2008
Document Controlling for below Projects:

1) 30 MGD SWRO Plant – DEWA

2) Dredging & Reclamation Works – Al Reem Island


Job description includes: 

· Self correspondence, i.e. letters, memos, messages, pre-qualification documents etc.

· Ensured classified correspondence is properly marked and controlled.

· Performed numerous administrative duties, including scheduling meetings, audits, special activities and travel arrangements.

· Ensure seamless operations by liaising between Resource Management Department and department staff.
· Maintains drivers’ schedule, dispatches drivers, deconflicts requirements and alternate transportation in support of official missions.  Monthly review of vehicle usage logs and forward the same to the Human Resources Department.
· Update and maintain comprehensive database/log for tracking couriers dispatched and photocopying of documents for outside vendors.

· Prepared agendas for Meetings and transcripting its minutes.    

· Maintaining an electronic database of client contacts 

· Providing fall back assistance in the absence of colleagues.

National Cans & Packing Industry

Secretary                                                          Rusayl, Sultanate of Oman



25 May, 2002 to 31 May, 2003
Job description includes: 

· General administrative duties i.e. drafting letter, including scheduling meetings, audits, special activities and travel arrangements.
· Efficient filing of documents and maintaining registers for the same.
· Making arrangement for the Board Meeting, recording the Minutes & dispatching the same to the Board Members.
· Provided administrative support to the Human Resources Department by maintaining staff records like annual leave, sick leave etc. including maintaining polices/procedures.

· Updating the official staff records i.e. renewal of visa, labour cards, passports and notifying the Administration Manager for the same.

· Ensured effective tracking of orders/amendments by maintaining a database for the use of Plant Manager only.

CompuBase





Assistant Administrator  / Coordinator 

Head Office, Abu Dhabi – U.A.E


12 May, 2001 to 18 May, 2002
Job description includes: 

· Maintaining Managing Director’s appointments, correspondence, credit card payment etc.
· Updating daily Time-Keeping Report & informing the Director.
· Provided administrative support to the Human Resources Department by carrying out the various procedures while appointing New Staff as well as Carrying out the Termination and Resignation procedures successfully.

· Executing the procedure of adding/deleting the individual staff from the life insurance  coverage and advising the Insurance Company as and when required.

· Preparing salary letters & letters to Banks for staff loan and advising them on termination or resignation of staff.

· Testing Administrator for the VUE Testing Division which involves the duty of  uploading and downloading of exam.

· Keeping a check of candidates records for payments of courses and VUE Exams

· Preparing and Dispatching of Course Certificates 

Freyssinet (Middle East) L.L.C


Secretary 

Head Office, Abu Dhabi – U.A.E


25 September, 2000  to 3 May, 2001
Job description includes: 

· Preparation of  letters, quotations & LPO’s, submittals like Company Profile for Introduction, Material Approval Dossier  & other documents for submission to Public Work Department.

· Handled all communications in a professional, yet personalized manner.

· Ensuring efficient filing of document and maintaining logs for the same.
· Making travel and hotel arrangements for General Manager and preparing his itinerary.

· Arrange visas, lodging and transportation for official visiting dignitaries.
Orient Contracting Co. L.L.C


Receptionist / Secretary (Leave Vacancy)

Head Office, Abu Dhabi – U.A.E


31 June, 1999 to 15 November, 1999
Job description includes: 

· Provided customer service, information management, and vendor relations.

· Handled all communications in a professional, yet personalized manner.

· Generating Self correspondence i.e. faxes & letters, memos & tender documents
· Maintaining confidential files of staff & Mangers of the department

· Dispatching and collecting of Mail.

Wintech Computers 



Receptionist / Office Assistant
Bombay, India





2 February, 1998 to 5 May, 1999
Job description includes: 
· Overall responsibilities of the Institute

· Maintaining electronic database to enroll candidates, scheduling of courses and Generating course certificates.
· Ensuring timely collection of fees from Candidates and preparing Invoices against the same.
· Arrange corporate meetings and liaising with companies for training their staff for various courses.

Educational Profile:


· Diploma in Commerce 

_______________________________________________________________
Professional Course Profile:
· Diploma in Secretarial Practise from Davar’s College of Commerce – Mumbai

· Diploma is Computer Course from MonaLisa Computer Institute - Mumbai

·    Ms. Word, Excel, PowerPoint, Access, Fox-Pro, Dbase, Internet, E-Mail.

Languages Known:
· English

-
Excellent Command in both Spoken & Written
· Hindi

-
Good Spoken & Written
Personal Details:
Nationality

:  Indian
Date of Birth

:  11th October, 1978



Marital Status

:  Married (2 Children) 
Visa Status

:  Husbands Visa
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