Rajitha

Rajitha.348646@2freemail.com  
.

Synopsis of Experience in UAE – 10 years 
Career History
Tameer Investment Group (MNC)
Januvary 2004   to November  2014
JOB DESCRIPTION:

Personal Assistant Cum Executive Assistant
· Reporting to the Director of operations and Finance Director of the Company.
· Screening telephone calls, and handling requests, and enquiries, when appropriate. 

· Arranging relevant meetings with clients.
· Organizing individual and group meetings locally or abroad.
· Processing incoming and outgoing mail.
· Organize and co-ordinate Diary management, travel arrangements, meetings, conferences and social functions.
· Sending letters and faxes.
· Draft, type and dispatch office correspondence.

· Creating spreadsheets, composing correspondence, managing databases. 

· Maintaining confidential papers.
· Maintain MIS reports.
· Working with Ms Projects. 
· Opening and maintenance of new files.
· Deal with urgent and critical issues: phone calls/queries/emails/problems.
· Prepare and maintain Director’s & Group’s expense reports.
· Dealing with incoming calls, post, email, and faxes, and taking minutes and dictation in meetings.
· Sending Mails by Outlook Express.

· Maintaining Database.
· Preparing presentations.
· Maintain the financial reports of the director.
· Writing reports, executive summaries and newsletters.
· Maintaining workload of the employees.
· Maintaining Database in Excel.
· Co-coordinating with the clients for the payments.
· Assisted with word processing projects requiring extensive output of spreadsheets and presentations.
· Provided full administrative support to the Controller of Finance, managers and direct reports. 

· Noted for in-depth industry knowledge, outstanding communication skills and database. management expertise. 
· Filing call reports on a weekly basis using the system.
· Ensuring relevant compliance documentation. 

· Establish professional and effective communication at all levels. 

· Faxing, filing and photocopying.
Synopsis of Experience in India – 5 years

Career History

Polaris Software Ltd (Multinational engaged in IT)

May 1998 to April 2003

JOB DESCRIPTION:

Executive Secretary Cum HR Assistant

· Co-coordinating  with the Managers and HR Director

· Arranging relevant  meetings with clients
· Processing incoming and outgoing mail.
· Organize and co-ordinate Diary management, travel arrangements, meetings, conferences and social functions.
· Sending letters and faxes

· Draft, type and dispatch office correspondence.

· Sending Couriers and maintaining a database

· Maintaining confidential papers

· Managing tickets bookings 
· Opening and maintenance of new files
· Maintained Minutes of Meeting with Manager

· Sending Mails by Outlook Express.

· Maintaining Database
· Power Point presentation

· Co-ordination with HR department in recruiting.
· Arranged training program for HR
· Maintaining Database in Excel

· Co-coordinating with the clients for the payments

· Undertake any other duties requested by Managers.

· Co-ordinate with HR Department in pre-screening and arranging the Interviews

  Educational Qualification 
· Master of Arts  (Public Administration) from Madras University, India

· Bachelor of Arts (Economics) from Madras University, India.
 Additional Qualification

 Computer:

· Diploma in Computer Software

· Have sound knowledge of Ms Word, Ms Excel, and Ms PowerPoint.

· Well versed in all kinds of Internet & E-mail operations

      Languages read, write & speak


· English, Hindi, Malayalam, Tamil

      Personal Details

Date of Birth


:         16-08-1978

Nationality

:          Indian

Sex



:         Female

     Marital Status


:         Married

     Visa Status


:         Husband’s Sponsorship 

     Driving License                           :        Having valid UAE driving license
