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SHINI
SHINI.344367@2freemail.com 
Objective

Seeking a position to utilize my skills and abilities in the organization that offers Professional growth while being resourceful, innovative and flexible.
Skills
· Highly organized and self-directed
· Ability to multi-task.

· Attention to detail.

· Strong interpersonal and communication skills
· Working independently.
· Strong organizational, administrative and analytical skills
Core Values 
· Efficiency.
· Confidentiality
· Administrative comprehension
· Team oriented.

WORK EXPERIENCE
Organization:

Dnata Travel Services ( Emirates Group)
Duration:


March 2008 till June 2011
Designation:


Executive Secretary to the Head of Regional Services
Responsibilities
· Provide high level secretarial and administrative support to the Regional Head and the team.
· Schedule and coordinate high level Board of Directors meetings, budget meetings and monthly team meetings, prepare agendas, meeting notes and all other required correspondences.

· Maintained calendar and appointments on daily basis.
· Screen, review all incoming mails & organized responses where required.
· Effectively managed complex travel arrangements, prepare itineraries, and compile travel folders.

· Schedule conferences, itineraries and travel arrangements for the Regional head and other senior managers.
· Coordinate HR appraisals for employee’s and senior managers reporting to the Regional head. Maintain leave and overtime records.

· Acting as a liaison between the staff and HR department and assist with all HR activities.

· Handle HR related documentation and records. 
· Act as the first point of contact for all human resource related activities
· Assist HR managers during recruitment and induction procedure for the department staff.
· Research and assemble data for reports and presentations

· Set up and maintain files and records. Developed organized, detailed and easy filing system for each regional project enabling effective streamlining of procceses.
· Liaise with all the regional offices, compile financial data and prepare the financial  key report for the department on a monthly basis.
· Resolve critical issues in deadline driven, fast paced environment.

· Conduct research, create project reports and develop presentations for high level internal and external meetings
· Create process improvements in workflow and documentation handling.

· Design Excel spreadsheets, tables, graphs and Power Point presentations.

· Demonstrate excellent time management expertise in coordinating all materials for Foundation meetings, board meetings and budget meetings.
Organization:
MMI Travel (Emirates Group)
Duration:

October 2005 till March 2008

Designation:

Executive Secretary/ Administration Coordinator
· Provide administrative support to the Head of Travel & Senior Managers.
· Provide administrative support to staff members and departments in performing several routine and general functions.
· Establish communication between the management and staff members and ensure accurate and effective transmission of information 
· Provide support in preparing and maintaining the company documentations.
· Coordinate with supervisors, assemble data and prepare presentation materials for monthly team meetings.
· Collect and analyze the business data from various departments to prepare key reports and presentations for management.
· Schedule meetings, prepared agendas, meeting notes and all other required correspondences.
· Keep strict confidentiality in performing the duties and managing the information. 
· Develop strong working relationships with senior management and administrative personnel for effective and smooth operations.
· Plan and organize trainings, leadership meetings, conferences and workshops and monthly team meetings. 
· Providing administrative support to Line Manager and Sales and Marketing team. 
· Event planning and management. MMI Travel day out & Annual Staff Gatherings. 
· Fully Handling Setting up new Office & Office Shifting in new location. 
· Vendor Management & Office Administration (Adequacy of Stationary / Provisions / Refreshments / adequacy of Sub Staff) Courier & Dispatch (Inward / Outward / Outstation) / also making record of office maintenance. 
· Updating Assets List of the company.  
· Handling complete Facilities and infrastructure of office and liaising with contractors and interiors for the same. 
· Maintain employee personnel filing (passport copys, insurance, etc). 
· Arrange employee training.


Qualification
· Post Graduate Diploma in Public Relations and Advertising from School of Communication and Management Studies Cochin. (2001-2003)

· Bachelors of Science, Calicut University (1998-2001)

Technical Skills
MS Word, Excel, Outlook, PowerPoint.
Personal Details
Date of Birth:

29 September 1980
Sex: 


Female
    
Nationality:

Indian      

Languages Known:
English, Hindi, Malayalam and Tamil
UAE Licence:

Holding a valid UAE Driver’s License.
