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Siraju
Siraju.344633@2freemail.com  

Career Summary
Executive Assistant/Stenographer with more than 15 years of varied successful experience spanning Engineering, Procurement,  Construction, Education, Hospitality & Tourism, Trading and  Advertising sectors in India and GCC countries. Trustworthy team player entrusted to support senior management team in successfully managing business relations and special projects. Focal point of contact for clients and vendors. Excellent written and oral communication skills, problem resolution abilities, and a high level of confidentiality. 

__________________________________________________________________

Career Chronology
	Designation
	Company
	From
	To

	Executive – Business Development & Communication
	Al- Hassan Group, Muscat
	May 2009
	Till date

	Personal Assistant

to Managing Director
	Damas LLC, Dubai
	March 2006
	February 2009

	Executive Secretary

to Chairman
	The New India Model School Group, Dubai
	January 2001
	February 2006

	Secretary, 

Client Servicing Department
	Lintas India Limited, New Delhi
	December
1997
	November
2000

	Secretary to Guests, Business Centre
	The Taj Mahal Hotel, New Delhi
	1996
	1997

	Secretary, Customer Support Department
	Philips Medical Systems India, New Delhi
	1994
	1996


Professional Experience:

Al-Hassan Group of Companies, Muscat.


 May 2009 -  till date.

Al Hassan Group of Companies, established in 1975, is one of the leading business groups in Oman.  Structured around 11 operating companies in Oman and UAE,  the Company is classified under three Strategic Business Units, viz., Contracting, Manufacturing and Trading. 

Working in the Corporate Head Office as Executive – Business Development & Communication  
· Assisting GM-Group Business Development, Company Secretary and Manager - Communication Division on their routine secretarial functions.
· Independently handling correspondence and written communications of the Immediate Management Executives.  

· Coordinating with Medias & Press for the Corporate Communication Adverts, PRs and other printing materials.

· Coordinating with vendors for printing collaterals, banners, exhibition material, gifts etc.   

· Maintaining schedules and organizing calendars.

· Handling all official mails, faxes, e-mails & telephone calls.  
· Preparing Minutes of the Meeting, transcribing notes and typing correspondence.

· Arranging travel and tour bookings.  
· Maintaining confidential files and records and arranging office supplies. 

· Scheduling departmental meetings and arranging conferences.  
· Coordinating with organizational heads of all fraternal organizations. 

· Preparing post travel documents and expense statements for reimbursement.

· Other related duties, as assigned from time to time.  
Damas LLC, Dubai.


  


  Mar 2006 – Feb 2009
Housing a magnificent array of internationally acclaimed jewellery brands, Damas has a trade network that spans far and wide around the world. More than 350 showrooms can be found in the U.S.A, Lebanon, Qatar, Jordan, Maldives, Lybia, Italy, Bahrain, Kuwait, India, the Sultanate of Oman, and throughout all the GCC countries.  

Worked as Personal Assistant to MD
Work Profile:
· Responsible for assisting, co-ordination and providing secretarial support to the M.D.
· Independently handling correspondence and written communication of the M.D.
· Handling all official mails, faxes & e-mails.  
· Screening telephone calls and responding to queries.

· Assisting in maintaining the diary and daily calendar of appointments/meetings.

· Maintaining confidential files and other records.

· Maintain a database on the computer of the key contacts with full details.

· Schedule meetings /conferences etc and provide assistance for the smooth conduct of the same.

· Receive external clients / business associates and make them comfortable.

· Prepare the minutes of the meetings.

· Handle travel arrangements for the M.D. & family and also co-ordinate with the Admin department for visas, airport pick ups etc.

· Co-ordination with Heads of Departments and follow up of the M.D.’s instructions. 

· Any other activity assigned by the Reporting Officer. 

N.I. Model Group of Schools, Dubai.

From Jan 2001 to Feb 2006.

NIMS Group maintains schools and higher education institutions as well as commercial establishments having presence in both UAE and India which includes Schools of CBSE, Kerala Board and British Curriculum and Institutions of higher learning like College of Engineering, Nursing, Applied Sciences, 

Business Management, Law and Education.

Was working in the Head Office as an Executive Secretary to the Chairman.
Lintas India Limited, New Delhi. 



From 1997 to 2000. 

Worked as Secretary in the Client Servicing Department and was reporting to the GM.  Also experienced in handling customers independently.
The Taj Mahal Hotel, New Delhi



    From 1996 - 1997

Was working in the Business Centre, as Secretary to the Guests – business travelers from all over the world.  

Philips Medical Systems India, New Delhi

      From 1994 - 1996

Assigned as Secretary in the Customer Support Department and was reporting to Manager – Customer Support.  

Educational Qualification

	Sl.No
	Subject
	Board / University
	Year
	% Of Marks

	1.
	B.A. Degree
	Calicut University
	1989
	55

	2.
	Stenography
	NCVT, Delhi
	1990
	65

	3.
	LL.B
	Calicut University
	1993
	Course

Completed


Computer Skills:

Windows XP, DOS, Windows 2000, Microsoft Word, Excel, Power Point, Outlook Express, scanning Technology.

Personal Information 

Date of Birth


:
18th May, 1969

Nationality


:
Indian

Marital  Status


:
Married.

Visa  status


:
Employment  Visa

Languages Known

:
English, Hindi and Malayalam.

Driving Licence 

:
Holding valid Oman Driving License.  
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