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	Education
	· Completed Master of Science from Calicut University, Kerala, India in 1991.

· Completed Bachelor of Science from Mahatma Gandhi University, Kerala, India in 1989.



	Employment History
	Executive Secretary 

Henry’s Business Consulting

Abu Dhabi, U.A.E.

July 1998  to  Sept. 2016
Company profile:

A Legal Consultancy firm for immigration to Canada.  Dealing mainly with Sponsorship, Investor, Business & Skilled Worker Class Applications.
Duties :
· Handling the office independently during absence of the Managing Director especially while he is away on annual leave. 
· Handling all types of office correspondence & filing.
· Drafting, examining and scrutinizing application forms.

· Attending telephone calls and answering their queries.

· Typing all application forms and preparing files and records.

· Liaising with the clients regarding status of their applications and handling independently their queries.

· Following up cases with the clients and answering their queries regarding the additional documents which may be required by the immigration section.

· Organizing despatch of documents to various Canadian Embassies/clients.

· Maintaining manual and computerized information filing systems.
· Greet visitors, ascertain nature of business. 
· Order office stationeries. 
Executive Secretary/Accounts Executive – Sr. Vice President, Finance and Administration.

          SONY ENTERTAINMENT TELEVISION 

Mumbai, India.
March 1995 to April 1998
Company profile:

Sony Entertainment Television is a subsidiary of Sony Pictures Inc. of USA.  It is engaged in the business of production, acquisition, distribution of software programs and Hindi Feature films for Television Satellite Channel.  It has its up-linking facilities from Singapore.

Duties :

· Prepared reports and presentations for the meetings.

· Prepared all minutes of the meeting as per the instruction of Sr. VP.-F&Admn.

· Total correspondence of Accounts department.

· Maintained manual and computerised filing systems.

· Answered telephone and electronic enquiries and relay telephone calls and messages.

· Received and distributed incoming regular and electronic mails and coordinated the flow of information internally and with other departments.

· Data entry on a daily basis- all vouchers, by using a software package – TALLY and checking the cash balances with the manual cash book.

· Supervised and trained other staff in procedures and in use of current software.

· Assisted the Consultant to prepare computerized Policy & Procedure manual of the company.

· Preparation of management reports from the computer package.

· Assisted in preparing monthly MIS’.

· Maintained a back-up (ie., anyone from our department is absent/holidays, others used to handle their work).

· Arranged travel schedules and made reservations for the employees in the accounts department.

· Assisted in other departments if the situation calls for. 
· Arranged stationeries for the department.

· Trouble shooting complaints from various departments in the absence of IT person.
Secretary  

P.S. Kochhar Insurance Agency

Mumbai, India.

June 1992 to February 1995
Company profile:

A Life Insurance Agent’s firm dealing with life insurance policies and New India insurance polices.  Mr. P.S. Kochhar is the top LIC Agent in 895 branch of the LIC of India (Mumbai).

Duties :

· Attended telephone calls.

· Co-ordinated with field executives for the collection of premiums and various documents from various clients as well as LIC offices.

· Arranged meetings.

· Prepared quotations.

· Data entry of all vouchers by using an accounting package – BSS.

· Prepared all cash/bank vouchers.

· Bank reconciliation.
· Finalized the company’s accounts with the help of a Chartered Accountant for the years1991,1992,1993 & 1994 (at the time of my commencement the accounts for the financial years 1990-’91 & 1991-’92 were not finalized). 

· Also assisted the sister-concerned company (M/s. Kiran Hydraulics - dealers of KSB Pumps, Valves etc) for their office works.


             

	Additional Qualifications
	· One year Diploma in Software Applications from Apple Industries, Mumbai, India. 

Course    :   DbaseIV, COBOL, Wordstar, Lotus 1-2-3

Projects   :  a) DbaseIV – Inventory Control System
                   b) COBOL  –  Payroll System
                   c) FoxPro   –  Sales Order Processing

· One year Diploma from Syspro Software, Mumbai, India.
Course    :   Oracle 7.1 and Developer 2000
        

	Personal Information
	  Nationality                : Indian

              Date of Birth             : 05th March 1969
              Gender                     : Female

              Marital Status           : Married

                        Visa status               : Residence visa valid till 25 April 2017
                                                 (husband’s sponsorship)                            

              

	Languages


	· English, Hindi & Malayalam 

	Computing skills
	· Windows, MS Word, MS Excel, PowerPoint, etc. 




I hereby declare that the above information is true to the best of my knowledge. 
Any references/ documents are available upon request.
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