Position applied for: Executive Secretary/Administrator/Office Assistant
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Soni 
Soni.352858@2freemail.com
Précis:

· B.Com. graduate from Bombay University, India.

· 10+ years experience as an Executive Secretary/ Personal Assistant/ Administrator/ Sales Coordinator.
· Well versed in MS Office, Tally 9.0 & Speed Writing.
· Typing speed : 60 – 80 wpm.
· Excellent Correspondence & Communication skills.
· Superb Team Member & Interpersonal skills.
Employment and Work Experience:
My Stay Group – Leasing and Managing Property, General Maintenance, Housekeeping, Furniture Division (July 2009 to August 2014)

Key Role: Executive Secretary
Duties: 



· Coordinating and managing administrative functions and provide support and assistance to the Department as a whole.

· Drafting correspondence, reports, documents and other written materials, including confidential arrangements.

· Dealing with incoming telephone calls and emails.

· Preparing Agenda, taking Minutes and Circulation.

· Raising LPOs and following up with Accounts department regarding payment and chasing suppliers for deliveries.

· Setting up and maintaining paper and electronic filing system for records correspondence and other material.

· Managing office supplies as required.

· Carrying out specific projects and research as required by the department head.

Eurolink Safety – HSE Consultancy & Training (November 2004 to May 2009)
Key Role:  Administrator
Duties: 



· Reporting to the Managing Director and the Operations Manager.
· Maintaining diary and making travel arrangements.

· Hotel Bookings.

· Scheduling and organising meetings and appointments.

· Dealing with all incoming and outgoing correspondence and communication.
· Coordinating with trainers, booking various courses, follow-ups. etc.
· Preparing PowerPoint presentations for the trainers.

· Maintaining an effective and comprehensive filing system.

· Assisting in other administrative tasks as required.
Al Abbas Group – Food and Life Division – FMCG Co. (April 2004 to August 2004)
Key Role:  PA to the Sales Manager – Temp. position
Duties: 



· Reporting to the Sales Manager.

· Maintaining diary and making travel arrangements.

· Scheduling and organising meetings and appointments.

· Preparing Agenda and taking Minutes of the meeting.

· Dealing with all incoming and outgoing correspondence and communication.

· Preparing essential documents like Stationery Requisitions.
· Drafting Internal Memos and Circulars.

· Coordinating with Head Office.

· Preparing Agenda and taking down Minutes.

· Maintaining an effective and comprehensive filing system.

I.T.Sports L.L.C. – A Fitness Equipment Co. (December 2001 to January 2004)
Key Role:  Executive Secretary
Duties: 



· Reporting to the Managing Director, Sales Manager and the Accounts Manager.

· Correspondence and communication on behalf of all the three Managers.

· Preparing essential documents like  LPOs, Invoices, DOs, etc.

· Assisting Sales Manager in order processing and post order follow up.

· Assisting in preparing quotations.
· Follow up on accounts receivables.
· Maintaining an effective and comprehensive filing system.

· Maintaining the database and assisting the Sales Manager in sales visit.

· General office administration.

Al Ghurair Group- Modern Refreshment Co. LLC. (July 2001 to October 2001)
Key Role:  Executive Secretary – Temp. position
Duties: 



· Reporting to the Sales Manager.
· Circulation of incoming and outgoing correspondence.

· Correspondence and communication on behalf of Sales Manager.

· Preparing essential documents like LPOs, Invoices, DOs, etc.

· Maintaining staff attendance record.
· Assisting in preparing quotations.

· Attending telesales calls and coordinate with Sales department for attending client requirements.
· Safe custody & distribution of promotional items to clients and maintaining a proper record.

· Maintaining an effective and comprehensive filing system.

· Maintaining the database and assisting the Sales Manager in sales visit.

· General office administration.

Vostok Trading- A Computer company. (March 1993 to June 1999)
Key Role:  Executive Secretary

Duties: 



· Reporting to the General Manager.

· Handling Correspondence and communication.

· Relaying telephone and fax messages.

· Preparing quotations, invoices, credit notes, delivery orders, purchase orders.

· Enquiries for different range of products from the market.

· Acting in a Public Relations capability when required.
· Maintaining an effective and comprehensive filing system and general office administration.
References:
Name :     
            Mr Harry Wright


Job title:
            Managing Director




Company name:
            Eurolink Safety





Name :     
            Ms Suzanne Haines


Job title:
            Sales Manager

Company name:
            My Stay Group




Education:
B.Com., Bombay University
Personal Details:

· Nationality:
Indian

· Languages:
English, Hindi

· Status:

Married
· Visa: 

Husband’s sponsorship 
· Driving License: Holding a valid UAE driving license

Soni Mahesh Dharamdasani
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