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Kavita                 
Email ID
:  kavita.351096@2freemail.com 
OBJECTIVE

To pursue a highly challenging career, where I can apply my knowledge, acquire new skills and contribute effectively to the development of the organization.

WORK EXPERIENCE

At present working with M/s. Liberation Coaches Pvt. Ltd. As Executive Assistant to the Director since (May 2016)
M/s. Liberation Coaches Pvt. Ltd. provides organizational solutions & transform people through training, consultancy and coaching.

JOB PROFILE:

· Duties include general clerical & coordinate project based work 

· Project a professional company image through in-person and phone interaction

· Setup travel & hotel stay arrangements for 2 Director’s & Trainers, Coaches & Consultants

· Maintain customer confidence and protect operations by keeping information confidential.

· Secure information by completing data base backups.

· Provide historical reference by developing and utilizing filing and retrieval systems; recording meeting discussions.

· Answer and manage incoming calls

· Liaise with internal staff at all levels

· Interact with external clients

· Supervise, coach and train lower level staff

· Maintain Director’s calendars
· Prepare & maintain the Director’s official as well as personal expense reports
· Setup and coordinate meetings, training, coaching sessions and conferences  

· Create, transcribe, and distribute meeting agendas and minutes 

· Other duties as assigned maintaining & filing of strictly confidential documents of the Director’s as well as our esteemed clients.
Worked with M/s. Etisalat DB Telecom Pvt. Ltd. As a Senior Executive Assistant to the Chief of Human Resource & Admin. Officer (INDIA & UAE) (From February 2009 to August 2013)
Emirates Telecommunications Corporation, branded trade name Etisalat, is a multinational UAE (HQ) based telecommunications services provider, currently operating in 18 countries across Asia, the Middle East and Africa.
JOB PROFILE:

· Duties include general clerical & project based work 

· Project a professional company image through in-person and phone interaction

· Prepare correspondence

· Setup CHR & AO’s travel & hotel stay arrangements  
· Make travel arrangements through internal agents, prepare itinerary, prepare documents related to the trip and expense reports after trip 
· Maintain CHR & AO’s calendar 

· Prepare and maintain CHR & AO’s expense report 

· Setup and coordinate meetings and conferences  
· Create, transcribe, and distribute meeting agendas and minutes 

· Answer telephones and handle in appropriate manner  
· Maintain hard copy and electronic filing system  
· Supervise support staff in the Admin & HR department  
· Other duties as assigned Maintaining & filing of strictly confidential documents.

Worked with M/s. Dynatech Marketing Company as Secretary to the Managing Director. (From March 2005 to January 2009)

JOB PROFILE:

· Handling appointments  
· Attending to calls  
· Handling travel arrangements 

· Filing of documents 

· Follow-up with 16 different Principals for the offers and document details  
· Preparing offers and letters of behalf oif the Principals.

Worked with M/s. Birla Management Corporation Ltd. as Secretary to the Vice President & 9 Deputy Managers. (From June 2003 to January 2005)

JOB PROFILE:

· Handling appointments  
· Attending to calls & visitors  
· Handling travel arrangements for all staff  
· Filing of documents  
· Making arrangements for interviews & meetings  
· Follow-up with the Deputy Managers with regard to their individual R & D projects  
· Self-correspondences & replying to e-mails 

· Handling office administration & petty cash.

Worked with M/s. Jalva Media as Secretary to the CEO & HR Director. (From June 1999 to May 2003)

JOB PROFILE:
· Handling appointments

· Attending to calls & visitors

· Handling travel arrangements  
· Making arrangements for interviews & meetings  
· Follow-up with the Marketing department for the CEO  
· Handling business correspondences & replying to e-mails  
· Handling office administration & stay for the staff.

KEY COMPETENCIES:
· Communication skills

· Information gathering and monitoring skills

· Problem analysis and problem solving skills

· Judgment and decision-making ability

· Initiative

· Confidentiality

· Team member

· Attention to detail and accuracy

· Adaptability

 EDUCATION

· Passed HSC from St. Andrews College of Arts & Commerce

· Passed SSC from Divine Child High School

ADDITIONAL QUALIFICATION

Completed a Certificate Course in Secretarial Practice from Davar’s College of Commerce

· TOPICS COVERED:
· Computerized Typewriting
· MS Office, Internet & e-mail
· Business Correspondence
· Filling & record management
· English & Business communication
· Executive support skills
· Reception & Telephone etiquette
· Personal development
· Human & Public relations.
PERSONAL INFORMATION

Date of Birth
:
17th August, 1977

Marital Status
: 
Married  

Language
: 
English, Hindi &, Marathi & Konkani

Date of Issue
:
10th June 2010

Date of Expiry:
9th June 2020

Hobbies          
: 
I enjoy listening to music, dancing & gardening.



Love to interact with people and maintaining relationships.
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