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To work in a reputed company, with an aim of contributing my efforts towards achieving its goals, which would at the same time help in honing my talents and extend my expertise beyond the basics of my assigned tasks and functions.

 
· 24+ Years of working experience as Administrator/Executive Secretary/Coordinator with Multinational Co.
· Strong interpersonal and communication skills.  
· Team oriented, analytical and ready to work under pressure.
· Personally motivated, self-starter with a positive outlook and able to work effectively with a variety of people.
· Quick and efficient learner in new software application and systems. 

National Drilling Company (NDC), Abu Dhabi, UAE
NDC established in 1972 was the first venture among the ADNOC group of companies and is the largest drilling contractor in the Middle East. The company is a subsidiary of ADNOC, with a fleet of drilling and water well rigs and over 5,000 employees, providing quality and efficient drilling and work over services in the emirate of Abu Dhabi.

1988 to October 2016   -   Senior Office Administrator (Executive Secretary)

Reports to Senior Vice President-Technical (SVP-T) (Senior Management)

Five Divisions (i.e. Commercial, Maintenance, Engineering & Projects, Drilling Services and Business Support) reports to SVP-T.

Functional Summary: Administrative/Secretarial Tasks

· Prepare/gather agenda, presentation slides and other requirements for meetings  

· Draft & type correspondences

· Prepare minutes of meetings

· Routing, follow-up & keep tracks of incoming mails

· Maintain appointments diary and visitors 

· Maintain and update a comprehensive filing system
Co-ordinate Tasks

· Organize meetings – Management level

· Public Relations and Human Resources related - Visas & Security Cards  

· Make Travel & Hotel Arrangements  

· Training Courses – Focal Point 

· File archiving system – Focal Point 

Additional Activities: Apart from routine administration duties

· Developed audit recommendations tracking sheet and monitoring and keep tracking up to implementation status for 5 Divisions under SVP-T
· Involved in Balanced Scorecard updates and monitoring

· Involved in NDC Five Year Business Plans for data gathering, data analysis and compilation, flowcharts and graphs etc. during my stay with Internal Audit Division for 5 years 

Data Management

· Document Management

· Updating “My Work Place” (Staff time management, visitors registry, Staff -In-charge)

· Updating “Balance Scorecard

· Stationary inventory

Procurement Tasks

· Preparation of purchase requisitions & call of purchase orders


Functional responsibilities, similar to above, were performed in the following previous job positions:

Year 1996-1998

Position

Secretary

Company

Al Dhafra Insurance Company, Abu Dhabi (National Company)

Reporting to

Assistant General Manager/Deputy GM
Year 1993-1996

Position

Secretary

Company
Consolidated Services Bureau (Marine & Insurance Surveyors, Loss Adjusters & Petroleum Bulk Oil Inspectors Quality Assurance & Control Inspectors)

Reporting to:

General Manager



Year 1992-1993

Position

Secretary
Company

Giffin Traffiks (Manufactures of traffic sign boards)

Reporting to

General Manager
 

· Graduation:  Bachelor of Business Administration (BBA)
· Madurai Kamaraj University, Tamil Nadu, India

· Pre-University (Higher Secondary, Class XII)
· Calicut University, Kerala, India

· Secondary (Class X)
· Kerala Board Exam, Kerala, India


· Auditing: Internal audit related works such as assisting auditors for preparing reports. Follow-up on the recommendations suggested in the reports with relevant Department managers/heads/team leaders.

· Accounting: Experience in preparation of staff salary & overtime records.

· Contracts: Knowledge in handling tenders, quotations and contract manuals.
· Safety: Fire Warden for multi-storied Head Quarter buildings

Computer Proficiency
: 
Microsoft Word, Excel, PowerPoint, MS Project, Outlook, Internet & SAP. Additional, completed Computer Operator’s Course.
Diploma
:
Beautician (Shahanaz Hussain World Wide Diploma)
Training/Certificates
:
Writing Skills
· Business Writing Skills

· Report Writing Skills 

· Minutes of Meeting & Note Taking

Administrative/Management Skills
· Advanced Professional Admin & Office Management
· Office Management & Administrative 

· Effective Presentation - Work Shop

· Simplification of Work Procedures



Health, Safety & Environment


· Fire Warden Certification Course

· First Aid & Safety

Personal Skills



· Personal Management for Enhanced Effectiveness Program

· Time Management

· Stress Management

· Emotional Intelligence

· Skills for Women at Work Program


Social & Sports
:
Committee Member in Indian & Kerala Social Centre in Abu Dhabi 



NDC Social Committee Member
Activities
:
Badminton Player – NDC Team

Leisure
:
Dance, Drama & Music (Participated and Coordinated for the Centre’s Cultural Programs)
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Career Objective:





Prominent Attributes:





Work Experience (Total 24+ years):





Work Experience (Previous):





Education:





Additional Working Knowledge:





Technical Profile:





Leadership Skills acquired through Extra Curricular Activities:
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