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Post of an Executive Secretary / Office Administrator
	EDUCATIONAL QUALIFICATION


Degree in Bachelor of Science (BSc.) from Assumption College, Changanachery, Kerala, India

Higher Secondary from Assumption College, Changanachery, Kerala, India

Secondary School Leaving Certificate from New Indian Model School, Dubai

	PROFESSIONAL QUALIFICATION


Trained in MS Office Computer Applications with knowledge in MS Word, Excel and PowerPoint and Secretarial Courses from Nadia Institute, Sharjah.

Trained and obtained basic knowledge in Microsoft Access from Nadia Institute, Sharjah
Trained in Business Writing Skills and Telephone Etiquettes from Spearhead Training, Dubai

Trained in ERP Software (APTV9) from Adaptive Business Concept
	CAREER OBJECTIVE


I wish to consolidate upon my experience within my field or even more challenging role and contribute the experience and knowledge I have acquired throughout my career. Utilize my potential and capabilities to the maximum, to learn, gain and expertise in an amiable working atmosphere. Enhance my professional capabilities, keeping calm under intense pressure and working to the utmost satisfaction of my superiors is my aim.
	PROFESSIONAL EXPERIENCE


	18/07/2016  to 31/08/2016
	––
	Worked with Crawford and Company International the providers of claims management solutions to the risk management and insurance industry.

	Designation
	:
	Secretary to Claims Dept. (Temporary Assignment)

	Job Description
	
	I was involved in doing the reports to the Insurance companies as advised by the Loss Adjusters, preparing Form of Acceptance and credit note, invoicing, entering the new claims and timesheets in the Adjuster Information System (AIS).

	03/05/2015  to 03/09/2015
	––
	Worked with Fortune International Trading Co. LLC the sole distributor of LG Air-conditioning.

	Designation
	:
	Office Secretary (Temporary Assignment)

	Job Description
	
	I was involved in answering the busy switchboard, all the secretarial responsibilities including raising the  quotations, assisting the Application Engineer in preparing schedules, responding to all the customers enquiries and emails, arranging couriers, preparation of weekly and monthly sales report and keeping a track of the Sales Engineers log book.

	09/05/2010  to 04/12/2014
	––
	Worked with Technical Access Services LLC (TAS), 
a contract scaffolding firm providing outstanding technical services and supply of scaffold to both onshore and offshore services.

	Designation
	:
	Administrator / Procurement

	Job Description
	:
	I am handling all the administrative and procurement duties of the company and reporting to the Finance Manager.  My duties are sending enquiries, coordinating and negotiating the prices with the suppliers, raising Purchase Orders, Booking the Purchase Invoices, communicating with the Insurance Company subject to all Motor Insurances, Claims etc., co-ordinating with ENOC and arranging EPPCO cards for all the company vehicles, keeping a track of all the employee files and maintaining confidential documents. My duties also include entering of all timesheets / payroll and invoicing in the ERP system.

	
	
	

	Nov 2002  to  Aug 2007
	––
	Worked with Azmi Abdulhadi & Al Moaibed Consulting Engineering Co. (AMCDE)

	Designation
	:
	Executive Secretary / Administrator

	Job Description
	:
	As an Executive Secretary to the Operations Manager, my responsibilities involved all secretarial and administrative works of the company. My duties were typing of all correspondences including faxes, letters, transmittal sheets, submittals, inspection reports, minutes of meeting, logging in the timesheets of the employees, preparation of specifications, sending and receiving of emails, arranging meetings for the Manager, computer filing, entering data in document transmittal sheet, arranging courier, handling  the purchases, hiring rent a car for the employees, arranging visas and co-ordinating with the PRO, booking tickets for the employees and arranging hotel accommodation for the company officials, maintaining HR related confidential documents.

	Nov 1998  to Oct 2002
	––
	Worked with Parsons Brinckerhoff Middle East Limited (PBME), a Consulting Engineering firm, Dubai

	Designation
	:
	Project Secretary to Building Services and Civil Department

	Job Description
	:
	I was handling all the secretarial and administrative duties of the department and assisting the Regional Managers in their routine works.  My responsibilities included receiving and accessing incoming faxes and emails, preparation of specifications as per Engineers instruction, generating organization charts for various projects, typing all correspondences and minutes of meetings including submittals and inspection reports, invoices and filing, maintaining personal records of employees in the department (work contract, promotions, bonus, leave etc).

	20/11/1995  to  Nov 1998
	––
	Worked with Kennedy & Donkin Middle East (Consulting Engineers), Dubai

	Designation
	:
	Receptionist / Secretary to Transmission and Distribution Dept.

	Job Description
	:
	The above position involved all clerical and secretarial duties of the department.  My responsibilities included answering the busy switchboard, screening visitors, arranging courier facilities for the company, sorting out the company post and distributing to the concerned departments and site offices, typing all correspondences and minutes of meeting, receiving and sending faxes, archiving of all project related documents, preparation of tender documents.



	OTHER INFORMATION

	Date of birth
	:
	9th June 1974

	Nationality
	:
	Indian

	Marital Status
	:
	Married

	Languages known
	:
	English, Hindi, Malayalam, Tamil

	
	:
	Basic knowledge of Arabic 

	Computer Application
	:
	MSWord, Excel, Power point, Outlook Express, Internet

	
	:
	Basic knowledge of Microsoft Access
Knowledge of working in ERPV9

	
	:
	Windows operating systems 98/2000/XP

	Driving License
	:
	Valid U.A.E Driving License 

	Visa Status
	:
	Husband’s  Sponsorship
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