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Payal 
E-mail: 

payal.342128@2freemail.com 
Date of Birth:

15th January 1973
         

Nationality: 

Indian


        

Marital Status: 
Married with 3 children


Languages: 
English, Hindi, Punjabi, Gujrati and Arabic (written and spoken. Can teach up to Grade 1
Driving License:
UAE 

Visa Status:

Resident Visa (Husband’s Sponsorship)

O B J E C T I V E S   &   A S P I R A T I O N S
I would like to utilize my potential and put forth my knowledge and skills to add value to an organization.  I look forward to working for a progressive multinational company or banking institution in a professional environment.
E X P E R I E N C E   &   P R E V I O U S   W O R K   P R O F I L E 
Over eleven years of Secretarial & Administration experience, working for senior management at Multi National Companies (MNCs) especially in Dubai. A hardworking, dedicated and enthusiastic individual with effective communication skills, tact and diplomacy. Well organized with excellent interpersonal skills and the ability to remain calm and graceful under pressure.  A positive and co-operative team member encouraging trust and confidence amongst colleagues.

I am experienced in working for a multi cultural and demanding environment, efficiently handling secretarial and administrative duties that include self correspondence, schedule of appointments, presentations and preparing reports.  Responsible for travel arrangements, hotel requirements, filing, co-ordination with inter-departments, greeting distinguished visitors/customers and independently handling general secretarial routine.
C O M P U T E R   L I T E R A C Y
· General Computer proficiency 
PROFESSIONAL  EXPERIENCE: 
· March 1997 to January 2006    
Executive Secretary to GM Corporate Services - Dubai Aluminium Co. (DUBAL)   

· April 1996 to October 1996    

Secretary to Manager, Gulf & Africa – Nabisco International, Dubai
· January to April 1996




Secretary to Group Chief Accountant – Arenco, Dubai

· September to December 1995

PA to Chief Financial Officer, India – Standard Chartered, Mumbai

· September 1994 to September 1995 
Secretary to the Managing Partner – NRF Packaging, Mumbai
· July to November 1993


Practical training in the Food & Beverage department – Ramada Hotel, Dubai 
(Part of the Swiss Hotel Management Diploma)

   E D U C A T I O N  &  P R O F E S S I O N A L  Q U A L I F I C A T I O N
Hotel Management School ‘Les Roches’ Switzerland

           Jan 1993
Completed the first year of Hotel Operations – Sales & Service Diploma
Davar’s College of Commerce, Mumbai 


Dec 1993 to Jan 1995 Personal Secretary’s Diploma

Cambridge High School, Dubai




Jun 1989 


GCE ‘O’ Level 

Network Institute of Computer Education, Mumbai

Jun to Aug 1995 
MS Office
I N T E R E S T S 
Passions      :  Creative pursuits, arts and cooking all kinds of cuisines  
Pass times   :  Reading, Music and Yoga
R E F E R E N C E S

Attached reference letter from DUBAL
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