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MCA Graduate with 5 plus years of UAE experience in diverse office environments, possessing excellent organizational skills and proven track record of professionalism, integrity, creativity in office functions, building positive relationship with stakeholders, clients and colleagues at all level in an organization. Presently looking for new opportunities at Abu Dhabi in IT related sectors. 

PROFESSIONAL EXPERIENCE

1. Office Administrator (April 2014 – April 2016)
Zakum Development Company (ZADCO), HQ
Overall View:
Perform a variety of Office Administration duties in support of ZADCO Drilling activities which involves prioritizing and organizing (often delegating) tasks. This includes preparation of POB Tracker, Tracking of employees documents, entering/updating, retrieving and collecting data using computer aided techniques, filling, maintaining registers and records for all correspondence/documents, reports etc. 

Responsibilities:

· Provide administrative support to Department. Monitoring & follow-up of all correspondence in the Dept. and Sub Depts.

· Using Microsoft Word, Outlook, PowerPoint, Excel, etc., to produce correspondence and documents and to maintain presentations, records, spreadsheets and databases.

· Sorting and distributing incoming correspondence and organizing and sending outgoing correspondence.

· Responsible for registering all incoming and outgoing correspondence.

· Perform data entry and scan documents.

· Update and maintain databases such as mailing lists, contact lists, Employees Documents Record Lists, Employees Timesheet Record list etc. and retrieve information when requested.

· Prepare and modify documents including correspondence, reports, drafts, memos and Emails.

· Assist in resolving any administrative problems.

· Answers telephones, direct calls and respond to inquiries.

· Ordering and maintaining stationery and equipment

· Responsible for Updating Drilling Weekly Reports.

· Schedule and coordinate meetings, conferences, appointments and travel arrangements for Senior Manager and Sub Department Managers.

· Manage calendar for Senior Manager and Sub Department Managers.

· Responsible for processing Visa, Medical, Offshore Travel card, Security Pass, Port Pass, HSE Induction course, T-BOSIET Course, H2S Course, IWCF course etc. for all employees and managers in Island Drilling Operations Department.

· Organize travel and accommodation arrangements for all employees and managers in Drilling Department.

· Liaising with staff in other departments and with external contacts.
· Liaising with colleagues and external contacts to book travel and accommodation

· Enhanced Staff development by facilitating Training and supervising new hires and delegating work as required.
· Update and follow-up with employees on pending assignments and delegated tasks to ensure progress to deadlines.

· Study and review company or department procedures, systems and sharing in portal.

· Supports Planning and Business Improvement Section Staff as requested by assisting with computer software skills such as MS Excel, MS PowerPoint and MS Project. 
· Gathers any requested data to assist in Drilling activities.

· Assists in the preparation of presentation materials.

· To coordinate with ZADCO - IT, HR, Logistics, Health Safety and Environment  Dept.,  General Services Dept., MDLE- Learning &Education Dept. Public Relation Dept. etc.  for Employee Grievances. 
· Arranging and Distributing Safety Incentive Vouchers, Diaries, Calendars, gifts etc. to the employees etc. in Drilling.
· Receive all incoming mail including letters memorandums, reports and written comments from relevant Divisions/Departments, Contractors & Consultants Companies and distributes to concerned staff.

· Maintain all the documents, registration and filling system including all technical correspondence and reports.

· Maintains complete and effective filing system.

· Maintains and Documents - the training records, courses & certificates in the individual personal files.
· Maintains utmost discretion when dealing with sensitive topics.
· Responsible in keeping strict confidentiality of all information and correspondences

· Type/organize all correspondence, Memos, Letters, Faxes, Presentation, Enquiries, Minutes of Meetings, etc.
· Make routine software backup on pc and keep electronic/manual register for all department/Division’s correspondence.

· Carry-out other secretarial duties such as preparing bookings, leave/duty forms, timesheets, maintaining stocks of office stationary.

· Take initiative in manager’s absence to brief the incumbent Acting Manager with messages and information’s of urgent nature for action.

· Keep projects on schedule and follow-up and provide feedback to the manager.

· Maintain internal procedures to ensure consistent performance of routine tasks and duties assigned. Compose correspondence/reports for own or manager’s signature and final disposal.

· Maintain calendar; ascertain which events require Managers presence.
· Ensured adherence with company regulations by developing and maintaining policies and procedures.

· Perform other related duties as required.

2. Procurement Assistant (Jan 2013-Feb 2014)
Al Theeb Electrical and Mechanical Materials Trading,

(Oilfield Equipment Suppliers) Abu Dhabi, UAE

Overall View:

Responsible for the purchase ordering of materials, supplies, and/or equipment, and the follow through with vendors on shipment and delivery.

Responsibilities
· Coordinates and expedites all activities from issuance of purchase orders and ensure timely receipt and correct material to the end user.
· Handling vendors, places orders, and arrange for service contract. 
· Maintains Vendor partnerships to ensure they have the right cost with the best-in-class products.
· To coordinate with teams to create and enhance programs to evaluate services, maintain stock and price, and explore rebate opportunities.
· Reviews suppliers’ catalog of products and interviewed for the purpose of obtaining pricing and product specifications.
· Maintain records of all purchase order and associate documents for all processes and maintain knowledge on all open order and its status and provide assistance to all purchasing staff and manage all calls for purchasing and delivery schedule.
· Follows up on orders to ensure that materials are shipped and delivered on promised dates. 
· Maintain records of all purchase order and associate documents for all processes and maintain knowledge on all open order and its status and provide assistance to all purchasing staff and manage all calls for purchasing and delivery schedule.
· Handling enquiries, enquiry registration and price expedition.
· Inviting quotations, Negotiation, Proposal analysis, Finalizing Vendor.
· Releasing Timely Purchase Orders with necessary approvals as per Purchase Policy
· Ensuring timely and accurate delivery of services or material as per PO placed to the clients.
· Making quotations and follow up 
· Maintains files of descriptions of available supplies. 
· May inspect products received for quality and quantity to ensure adherence to specifications. 
· Assists accountants with various tasks such as invoicing, data entry, report generation, etc.
· Assists to Purchase manager and Sales manager.
· Planning and scheduling meetings.
· Receiving & sending E-mails. 

· Using fax machines and scanners.

· Maintain office files and documents.

· Data Entry for Accounts and Sales Departments.
· Performs related job duties as required. 

3. Medical Secretary (Nov2011- Sep 2012)
Al Salama Hospital, Abu Dhabi, UAE

Responsibilities

· Dealing with incoming and outgoing mail.

· Typing documents and distributing memos.

· Preparing the minutes of the meeting
· Filing and typing up reports.

· Answering phone calls and arranging appointments.
· Receiving & sending E-mails. 

· Creating and modifying documents using Microsoft Office.

· Updating, processing and filing of all documents.
4. Office Secretary (July 2010-March 2011)

Trust Building and Electrical Materials, Abu Dhabi, UAE. 
Responsibilities:

· General Correspondence. 

· Receiving & sending E-mails. 

· Updating & reporting of the details job

· Handling incoming & outgoing calls 

· Interaction with vendors & clients.

· Creating and maintaining filing systems;

· Scheduling and attending meetings, creating agendas and taking minutes.

· Keeping diaries and arranging appointments;

· Organizing travel for staff.

AWARDS & RECOGINATION

· Received “Spot Award” in ZADCO (Dec 2015) for outstanding performance in developing and updating the rig POB tracker, including training others on how to perform task.
PROFESSIONAL DEVELOPMENT

· Certification in ‘C# Programming’ (KELTRON, Trivandrum, Kerala)
· Certification in International Well Control Level 1 Programme
EDUCATION

	Master’s Degree (2006-2009)
Calicut University

MCA - Masters in Computer Application
First Class

	Bachelor’s Degree (2003-2006)
Kerala University
Bachelor of Science – Computer Science

First Class

	Vocational Higher Secondary (2001 - 2003)
Board of VHSE
Distinction


TECHINICAL SKILLS

· Knowledge in Maximo.

· Expert in Microsoft Office – Microsoft Word, Excel, PowerPoint, Outlook.

· Knowledge in C, C++, C#, .NET. 

· Knowledge in SQL Server 2005.

· Knowledge in Adobe Photoshop, Corel Draw.

· Knowledge in Website Creation & Update. 

PERSONALITY TRAITS
 

· Comprehensive problem solving ability with excellent verbal and written communication skills.

· Highly Flexible, Quick Learner, Excellent Interpersonal Skills with a Can-Do attitude and Initiative.

· Typing skills with 40 words per minute.

· Good Documentation, Effective Planning, Excellent Team Management, Leadership, Secretarial, Telephonic and Administrative skills.

· Ability to interact with all kinds of people 

· Ability to maintain confidentiality.

· Ability to anticipate and coordinate priorities.

· Able to work accurately, working under pressurized conditions, to tight frames.

PERSONAL DETAILS

Nationality

: Indian

Age & Date of Birth
: 30 Years & 20-05-1986

Gender


: Female

Marital status

: Married

Hobbies

: Reading, cooking and Music.

Languages known
: English, Malayalam, Hindi and Tamil

PASSPORT DETAILS

Date of Issue 

: 25/07/2008

Date of Expiry 

: 24/07/2018

Place of Issue 

: Trivandrum

Visa Status

:  Residence Visa
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