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Supriya.354242@2freemail.com
	objective

	
	To secure the position of executive assistant in a demanding work environment where my organizational and planning skills are fully utilized.

	StrengTHs

	· A highly motivated and creative professional.

· Able to work under pressure in fast paced and time sensitive environment.

· Proactive in learning and applying new technologies related.

· Able to manage, handle and operate multiple tasks.

· Able to work independently as well as in groups.

· Excellent skills in analytical and strategic planning.



	Experience

	
	September 2015  - November 2016
DHR Holding India Pvt Ltd

Admin cum Office Manager

· Manage Calendar, Travel / Hotel bookings and Expense claims for 3 seniors (HR Director, CFO & DBS Leader) & provide ad hoc support to other leaders as and when required on these 3 areas.

· Manage travel and itinerary for visitors / guests (International / National) for the 3 Senior Leaders - ensuring the itinerary plan is updated & circulated with key stake holders, bookings are made and confirmed.
· Coordinate any events / meetings or conferences for the 3 Senior Leaders.
· Handling the Front office desk (reception area) for the office (including managing calls, mails, courier and all other incoming and outgoing transactions related to the office).
· Handling end-to-end office administration and updating data / records of key contact.
· Work with the EA to President for supporting any Special Events / Seminars / Conferences being organized for the Teams.
· Local Travel support for Guests and Associates coming to office.
· Checking of bills, preparing reports, organizing meetings and minutes of the meeting. Drafting letters and handling payments.

November 2012 – August 2015

UV VENTURES (An Export Import Co.)

Admin Head + Front office executive

· Making travel arrangement and visas for Head – HR and other senior leaders

· Handling EPBAX system.

· Handling day-to-day administrative functions and correspondence.

· Maintaining records and files of vehicles, insurance renewals etc.

· Checking of bills, preparing reports, organizing meetings and minutes of the meeting. Drafting letters and handling payments.

· Ensures operation of equipment by completing preventive maintenance requirement, calling for repairs, maintaining equipment inventories, evaluating new equipments & techniques.

· Maintain supplies inventory by checking stock to determine inventory level, anticipating needed supplies placing & expediting orders for supplies, verifying receipt of supplies.

· Provides secretarial support by entering, formatting & printing information, organizing work, answering phone, relaying messages, maintaining equipment & supplies.

 November 2010 –   May 2011

 BELHASA TOURISM TRAVEL CO. L.L.C  (Dubai, UAE)

 Travel Consultant

· Handling corporate companies in terms of groups, hotel stays etc.

· Responsible for customer interaction to get regular feed back.

· Responsible for Inbound tours, Itinerary preparation, issuing tickets etc.

April 2007 –  October 2010

ALBANNA ENGINEERING (Dubai, UAE)

Admin Assistant cum Secretary 
· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.
· Handling day-to-day administrative functions and correspondence.

· Store and maintain company documents in both electronic and physical forms.

· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Organizes work by reading and routing correspondence; collecting information; initiating telecommunications.

· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Creates & revises system & produres by analyzing operating practices, record keeping systems, forms control office layout & budgetary & personnel requirements, implementing changes.

· Liaising with staff in other departments and with external contacts. Prepares reports by collecting information.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Preparation of Administration & Facility Budget and keeping monthly track to support cost control measures.
· Arranging in-house and external events.

· Responsible for attending meeting with the manager and assisting in creating new policies and plans to the company’s objectives.

· Responsible to preserve relationship with clients to understand their requirements.



	
	April 2005 –  March 2007

MARCOPOLO HOTEL  (Dubai, UAE)

Receptionist Cum Guest Relation Executive.

· Handling the guest and their queries.

· Taking check – in and check – out.

· Escorting the guest towards their room.

· Helping them to make their stay better.

· Filling suggestion forms from the guest.

	Education

	
	· Completed Bachelors of Commerce from Mumbai University.

· Completed Higher Secondary from Mumbai University.

· Completed Secondary from Mumbai University.

· Knowledge of Computers Basic.

· Completed Diploma in Travel Management (incl. CRS with Galileo) from IITC.      

· Completed IATA/ UFTAA (Consultant) course from IITC.

· Completed Amadeus.

	Languages Known

	
	English, Hindi and Marathi.



	hobbies

	
	Serving people and animals, reading and love to make friends, like to meet new people, dancing and also love to travel.

	PERSONAL INFORMATION

	Date of Birth       :      14th June 1982

Marital status     :      Married 

Visa Status          :      Husband Visa


