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	            Diya 

	Diya.346017@2freemail.com



PROFESSIONAL SYNOPSIS

· 6 years of experience in Administration in the Oil & Gas sector.
· Scottish Vocational Qualification Level 2 Certified Professional in Business Administration
· Excellent communication and writing skills. Good knowledge of all Microsoft software applications.
· 5 years of experience as a chief executive in the Apparel field.
ACADEMIC CREDENTIALS
· S.N.D.T. University, Mumbai (India) – 2004 – 3 Year Diploma in Apparel Manufacture and Design
· M.M.K. College of Commerce & Economics, Mumbai (India) – 2001 - Higher Secondary Certificate
ADDITIONAL COURSES
· Basic & Advanced Microsoft Excel - 2012

· Basic & Advanced Microsoft Project - 2012
· Budget Management & Understanding Accounts – 2011

· Fire Warden Training - 2013

· Heart Saver – first aid training - 2016
CERTIFICATION

· SVQ Level 2 in Business Administration - 2014
ORGANIZATIONAL EXPERIENCE
ZAKUM DEVELOPMENT COMPANY (ZADCO) – UAE (ABU DHABI)                                       Mar’10 - Present
(Office Administrator - Logistics & Marine Operations Department)
· 2010 – 2011 - Office Administrator II – Logistics Development Team
· 2011 - 2014 - Office Administrator II – Logistics Studies & Planning Team
· 2014 - 2016 – Office Administrator I to Vice President - Logistics & Marine Operations Department
· Chief responsibilities entail
· Secretarial activities such as; drafting letters, memoranda, hand-over notes, fax transmission and 
e-mail messages etc. from brief notes or oral instructions. Typing and proof reading a variety of materials including reports, statements, tabulation etc. 

· Handling Vice President’s correspondence, record of correspondence and other routine mails. Making appointments for Vice President for official visitors and arrangement of parking spaces.

· Dispatch of outgoing mail, maintaining records of documents which require Job Officer’s response and follow-up necessary actions. 
· Maintaining and updating the filing system including e-filing.
· Arranging meetings including preparation of visual aids.
· Requesting stationery/supplies and distribution to department’s personnel as required. 

· Coordination and follow-up with concerned personnel on matters related to security passes, transport, accommodation, duty exemption letters, travel card requests, etc. when required. 

· Ensure direct delivery of confidential materials/mail. Ensure good housekeeping in the office and arrange for proper storage of office materials and files. Ensure that office equipment such as; work processor/computer, terminal/printer, facsimile etc. are kept and handled properly and request services for the maintenance in case any defects. 
· Arrange circulation of various magazines, periodicals etc.

· Preparing and dispatching invitations for social functions & workshops. Also, drafting the agenda, arranging giveaways and volunteering at the counter.
· Coordination and follow up with various departments for employee’s personal issues such as Transfer, clearing dues, leave adjustments, IT related issues etc.
· Creating the training plan for the department and registering employees for in-house courses.
· Keeping records and regularly updating data of Transfer cases, attachments, new employees, UAE nationals under development, etc.
· Creating and regularly updating the Departments’ contact list along with IT equipment assigned for each employee.
Salient Highlights:

· Assisted other admins within the Logistics Department as replacement during their absence.
· Regularly worked as replacement admin for Senior Vice President – Technical during her leave.
· Recipient of Spot Awards each year for performance and assistance provided.
· Fire Warden for the floor.
· Coaching UAE Nationals for administrative duties and assisting with their development program.
· Maximo – Issuing Consignment notes, Purchase Orders, follow up on contracts, etc.
· Involved in the Budget preparation for the department.
· Assisting with preparation of the ‘5 years Business Plan’ document for the department.
· Involved in creating new formats for documents, presentations, forms, certificates etc.
· Reporting and solving HSE Issues on the floor.
· Worked on changes in the Organization Chart of the department.
· Worked on Job descriptions for various positions within Logistics.
THE LOOT (INDIA) PVT. LTD. – INDIA (MUMBAI)                                                                      Feb’07 – Sept’07
(Merchandiser for Women’s wear & Accessories and Designer for in-house brand ECCENTRICS)
· Chief responsibilities entail
· Planning requirements of products as per stock in shops
· Selecting and buying fast selling merchandise from brands
· Market research on styles, packaging and price range of products of competitors

· Designing, sourcing vendors to produce each product and packaging materials

· Vendor, warehouse, and store coordination:- Follow up on goods delivered at the warehouse on due date, supply to shops in proper ratio of sizes, stocks in warehouse, defective goods returned to the brands, payments to brands. 

· Checking sales to plan next buying cycle.
ABU JANI SANDEEP KHOSLA PVT. LTD. - INDIA (MUMBAI)                                                   Nov’03 – Jan’07

(Chief production executive and head of Paper Pattern department)
· Chief responsibilities entail
· Processing client orders, wedding orders, fashion shows, shop pieces (Bombay, Delhi, Bangalore, London, Japan), as per specifications, on time, and checking at each stage

· Quality control of product (color, size, finishing, look, label)
· Handling 5 production units and training production assistants for handling units
· Handling paper pattern department

· Administration: Filling and final checking of specification sheets, maintaining unit registers, patterns, and maintaining data of stock in all shops
· Correspondence with shops regarding orders and approvals
· Calculating efficiency for each unit
· Conducting meetings to know work pending, and progress on orders

OTHER PARTICIPATIONS:
· NGO- 7yrs experience in The Rotaract Club of Bombay Bandra, managing various events and projects.
COMPUTER SKILLS
· Microsoft Office (Outlook, Word, Excel, PowerPoint, Project)
· Adobe Photoshop CS4
· Maximo
LANGUAGES
· Hindi: Native Language
· English: Fluent
· Sindhi: Fluent

PERSONAL DETAILS
Marital Status
: 
Married
Visa Status
: 
On husband’s visa
REFERENCES
Available Upon Request
