Clinton
Clinton.351064@2freemail.com  
Executive Assistant with 16 years experience in Secretarial functions, Program Assistant, Legal Assistant, General Administration, Communication skills. Proven track record in office management

________________________PROFESSIONAL HISTORY________________________________

EDUCATION

EDUCATION

Paralegal Training, Chadbourne & Parke Associates, New Delhi


Highly Proficient in MS Word, Excel, Power Point, E-mail, Internet, Bloomberg, 
Research Resources: Hoovers; Martindale Hubble; Delphion; Associate Corporate 
Counsel 
(ACC); and Sales Force

Completed my ISC class XII from Dr. Graham’s School, Darjeeling, West Bengal Completed my B.Com, Delhi University, New Delhi, India
Languages known: Hindi/Bengali/English 

STRENGTHS

· Good analytical ability

· Strong Decision making power 

· Excellent interpersonal skill

· Business Presentation skill

Sept 2015 
Shardul Amarchand Mangaldas & CO Law Offices
To Present 

Executive Assistant to Managing Partner


· Complete a broad variety of administrative tasks including: managing an extremely active and dynamic calendar of appointments; compiling various reports; arranging complex and detailed travel plans, itineraries, and agenda
· Utilize expert time management skills and expert judgment to conserve time by sorting mail, screening and managing correspondence, telephone calls, and meeting requests to prevent interruptions, always working to resolve issues at the lowest level before elevating it to the attention

· Plans, coordinates, and ensures the schedule is followed. Provides gatekeeper and gateway role, creating win-win situations for direct access to time and office

· Attend management and board meetings, prepare agendas, and transcribe or distribute minutes

· Provides a bridge for smooth communication between Executive's office and internal departments; demonstrating leadership to maintain credibility, trust and support with senior leadership team members

· Prioritizes conflicting needs; handles matters expeditiously, proactively, and follows through on projects to successful completion

· Event Planning: Coordination of full life cycle event logistics, ensuring the intricate details for onsite and offsite meetings, conferences and special events

· Support and Liaison: Serves as Executive's administrative liaison to senior team members, Maintains discretion and confidentiality in relationships with all board members
· Manage travel arrangements for the entire office of all the employees for both domestic and international.
May 2011

Bharti Enterprises Limited (Airtel Telecom), New Delhi, India

To October 2014
Executive Assistant to Group Director – Business Development
· Perform a variety of administrative tasks including coordinating meetings/events, 

maintaining and update calendar of local and regional current/upcoming events and 

conferences, creating and maintaining paper and electronic files, preparing 
 

correspondence, preparing documents for publication/dissemination, processing 

and responding to requests for information or materials and liaising with other 


departments or external vendors to coordinate activities/projects. 

· Handle Company’s incoming calls; screen, direct and follow up on routine inquiries.

· Liaise with other departments in other locations and local bodies when required.

· Update and maintain information in the office database, e.g., customer contacts, 

invitation lists, and other basic information.

· Provide administrative support for the India office, i.e. manage the Company's 


relationship with all facility vendors/brokers to ensure the provision and 
 

maintenance of office facilities, services supplies and equipment including travel 

and mail services.

· Provide specific and ad-hoc support in coordination with the Legal Department.  

Provide specific and ad-hoc support in coordination with the IT Department 


(coordination and maintenance of all IT equipment).

· Provide specific and ad-hoc support in coordination with the HR Department. 


Ensure internal policies and rules are communicated and respected.  Maintain 


personnel file and HR records up to date (leave absences).
Mar 2006
UnitedLex Legal Process Outsourcing Firm, Gurgaon, India

To April 2011
Executive Assistant to Chief Solutions Officer – Business Development

· Develop leads and new business campaigns from the US market. 

· Facilitate planning and developing sales / marketing strategies, negotiate contracts and devise communication plans

· Take initiative, perform challenging tasks and accomplish identified goals even in an intensely competitive environment

· Formulating and effectuating strategies for new markets

· Consistent under pressure to possess the aptitude to overcome difficult situations

· Process customer vendor questionnaires and bidders list applications with support of solutions and operations team

· Obtain vendor registration & RFP watch for LPO services (Fortune 100) 

· Competitor watch & news summary. Modify standard sales collateral (Word, PowerPoint) to support client opportunities 

· Proofread and graphics-check collateral before it is sent to clients.

· Coordinate client site visits

· Research Resources Hoovers; Martindale Hubble; Council Monitor; Delphion; Associate Corporate Counsel (ACC); and Sales Force

· Work and create a corporate Governance calendar

· Prepare monthly MRM presentations by all in the leadership team including noting of minutes

· Monthly MIS reports from all verticals and set up conference calls to discuss the level and improvement of works for all Contracts Management; Intellectual Property and Litigation Services

· Compliance with the ISO 27001 ISMS Policies.

Jan 2003
The World Bank, an Affiliate of the United Nations, New Delhi

To Jan 2006
Program Assistant to General Counsel – Legal (Posted in Washington D.C. United States of America for 18 Months during the contract)

General Description:  As a Program Assistant I have been carrying out full range of office support work, including managing processes and monitoring schedules related to my team’s products and tasks.  Coordinate extensively with service units and liaise frequently with team members both at headquarters and in the field, as well as external counterparts.
Job Accountabilities
· Completes a broad variety of administrative tasks including: managing an extremely active and dynamic calendar of appointments; compiling various reports; arranging complex and detailed travel plans, itineraries, and agenda

· Utilize expert time management skills and expert judgment to conserve time by sorting mail, screening and managing correspondence, telephone calls, and meeting requests to prevent interruptions, always working to resolve issues at the lowest level before elevating it to the attention

· Plans, coordinates, and ensures the schedule is followed. Provides gatekeeper and gateway role, creating win-win situations for direct access to time and office

· Attend management and board meetings, prepare agendas, and transcribe or distribute minutes

· Provides a bridge for smooth communication between Executive's office and internal departments; demonstrating leadership to maintain credibility, trust and support with senior leadership team members

· Prioritizes conflicting needs; handles matters expeditiously, proactively, and follows through on projects to successful completion

· Event Planning: Coordination of full life cycle event logistics, ensuring the intricate details for onsite and offsite meetings, conferences and special events

· Support and Liaison: Serves as Executive's administrative liaison to senior team members, Maintains discretion and confidentiality in relationships with all board members

· Handling of incoming mail and directing it to Sector Coordinators and others as appropriate

· Maintaining of correspondence logging system and follow up with the Sector Coordinators and Legal Counsel as necessary

· Monitoring presentation and clearances of outgoing mail from the CD

· Drafting routine correspondence and proofreading of material using proper grammar, punctuation, and style

· Coordinating of schedules and taking priorities into account, monitoring changes, and communicating the information to appropriate staff, inside and outside the immediate work unit, including officials outside the Bank Group

· Assisted in preparation and logistical planning for various events, e.g. conferences, workshops, negotiations, etc.

· Maintaining of current distribution lists, phone/address lists of project/product contacts, and distribution of documents for the team

· Maintaining up-to-date files for the Legal Department (both paper and electronic)

Essential Specialized Skills/Knowledge/Competencies
· Proficiency in using advanced functions of Bank standard computer applications and adaptability to use state-of-the-art software

· Knowledge of and ability to execute business processes involving diverse and intricate work procedures related to the processing and production of assigned outputs in a timely manner

· Good knowledge of unit’s business processes and procedures, and ability to make appropriate linkages in work requirements and anticipate next steps

· Ability to retrieve reference materials from various sources (e.g. databases, IRIS or other filing systems, Joint Library, Internet, etc.)

· Effective time management and organization skills

· Demonstrated initiative and resourcefulness

· Committed team player with demonstrated inter-personal skills and ability to work effectively in a multi-cultural environment

· Proficient English skills (verbal and written), including ability to draft routine correspondence and edit materials using proper grammar, punctuation and style.

· Ability to follow through on team priorities in the absence of the team leader and respond to requests for information

· Ability to adapt to changing business needs by continuous learning/training.

· Ability to produce high quality work under pressure

· Ability to pass relevant Bank Group tests as required

October 1998

DSP Merrill Lynch Limited, Mumbai (Investment Bank)

To Dec 2002

Executive Secretary to Executive Vice President – M&A Team

· As an executive secretary to the Senior Vice President and Vice president I assisted them and other executives of the firm in execution of Project documents such as shareholders agreements, memorandums, etc. by working long hours continuously under time constraints in the Investment Banking and Mergers & acquisitions Department

· Responsible for travel arrangements, visas, foreign exchange and scheduling meetings for the SVP and VP

· Was responsible for creating power point presentations and handling of all correspondence for them while away from the country
· Able to draft out response letters, memos and also faxes
March 1994

Chadbourne & Parke Associates LLP, New Delhi

To Sept 1998

Executive Legal Secretary to Managing Partner – Power Projects

· Assisted Partners and other attorneys of the firm in execution of Project documents for power projects by working long hours continuously under time constraints

· Responsible for travel arrangements and scheduling meetings for the attorneys

· Designed and developed a central filing system including index to documents

· Co-ordinate client pick-ups, entertainment, meetings, reservations and conferences.

· Introduced centralized information collection system in the office

· In-charge of communication activities such as E-mail, Fax, conference calls and liaison with clients in India and overseas

· Experienced in negotiating deals with vendors, service and maintenance agencies.

· Responsible for employee attendance and leave records

· Assisted the Managing Director in job distribution, employee evaluation and appraisals

Corporate Legal Assistant

· Responsible for proof reading, blacklining/redlining documents
· Assisted Attorneys in execution of project documents for power and telecom projects

· Planned and organized social events such as business dinners and cocktail receptions

· Involved in planning and organizing conferences for clients in India and overseas

· Researched and maintained information and data bases on the potential in the Power, Telecom and Insurance sectors through the magazines and news clipping and other press media information
