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OCCUPATIONAL OBJECTIVE :
· To work in an esteemed, dynamic, challenging and growth oriented business establishment that allows utilizing my knowledge, experience and skills to contribute for the growth of the organization, which in turn offers significant career advancement. 

SUMMARY OF EXPERIENCE :
  Over 18 years vast experience in secretarial and administrative work environments with companies of high repute having businesses in diverse fields.
 Great knowledge of office practices and procedures, business correspondence, recordkeeping systems, office machines operation, good usage of English grammar and composition, telephone etiquette. Good interpersonal and analytical skills. Excellent presentation skills and high computer literacy.
  Exceptional ability to perform filing, receptionist, recordkeeping and other related clerical tasks. 

 Excellent ability to work under minimal supervision and prioritize work. 

 Remarkable ability to identify and correct errors in grammar usage, sentence structure and punctuation. 

  Profound ability to provide direction to other clerical personnel. 

  Strong ability to work with a variety of people. 

 Exceptional ability to take and record dictation for letters, reports, and other correspondences and to transcribe these notes into finished copy, depending upon position. 

  Immense ability to communicate with others and to assimilate and understand information, in a manner consistent with the essential job functions. 
· Independently manage and organize the efficient functioning of the Project Manager’s office, coordinating and prioritizing the day-to-day activities; using sound personal judgment, filter and steer contacts and activities based on levels of priorities and urgencies; serve as front line person at the Project Manager’s office, welcoming internal and external visitors and handling of high level communication and correspondence with authorities and external parties.

· Manage and organize internal and external meetings; communicate and confirm attendees, confirm agenda, ensure meeting resources (e.g. meeting rooms, handouts, agenda, food, equipment, etc.), and organize travels. Ensure preparation and follow up for regular department meetings. Take minutes of the meetings where required, and distribute to attendees in a timely fashion following meetings.

· Efficiently process and manage all inbound and outbound data and information, both confidential and routine; screen and sort mails, e-mails and other documents and ensure acknowledgments and responses are provided; review documents and, if necessary, ask for supporting data before forwarding for approval and signature.
Prepare correspondence, reports and presentations. Ensure accuracy of information, attention to detail, timely data collection, integration of information where applicable, appropriate use of business language, preparation and submission within required time lines. Ensure readiness of reports as required. Managing office supplies/stationery, keeping stock record and ordering replenishments. Manage travel arrangements for Project Manager, and senior managers, consultants, guests, etc. as required.

· Maintain administrative records for annual leave, duty travel and absence to ensure optimum staff levels are maintained.
Upload and edit department information on intranet.  Assist in department specific tasks (e.g. update and maintenance of records, IT systems, databases, etc.), functions and other special projects as required.
· Also, experienced in working with legal and finance departments.

ACADEMIC QUALIFICATIONS :

· Pre-Degree with economics and history, Kerala University, India.
PROFESSIONAL:
· Typewriting

· Shorthand

· Executive Development Programme in computer applications 
COMPUTER KNOWLEDGE (software & hardware) :
· Microsoft Windows 

· MS Office (Word, Excel, PowerPoint, Outlook)

· Installation of software
· Installation of antivirus programs

· Assembling and trouble shooting of computer systems & peripherals
· Hardware installations viz. printers, scanners, OH projectors etc., 
· Replacement of cartridges and toners. 
A) PRESENT EXPERIENCE  :

Company name

:
Al Jaber Energy Services LLC 

  




(Contracting–Civil/Mech Construction) 


Location


:
Abu Dhabi, UAE

Present position

:
Executive Secretary (reporting to 

 





Project Manager)

Period


:
October 2011 – Till date
Job Profile:

· Responsible for all secretarial activities/assisting Project Manager in his day to day activities
· Taking dictation, drafting letters, record keeping, arranging meetings and preparing minutes of meetings
· Preparing presentations, maintaining / handling confidential data
Internal & External communication / correspondence / distribution 

· Keeping track of all records / correspondence like letters, couriers etc.
· Attending phone calls, scheduling meetings, Coordination with HODs/ Project Heads/ All Departments, Travel arrangements & Hotel booking for senior officials, VIP guests etc.
· Managing, maintaining and coordinating for voucher payment/ payment of suppliers / Clients/ Vendors
· Overall office administration

· Any other task given from time to time by project manager

· Ensuring the smooth functioning of all office amenities at all times.

B) PAST EXPERIENCE  :

Company name

:
Al Fara’a Gen. Cont. Co. LLC 
  




(Contracting – Civil Construction) 

Location


:
Abu Dhabi, UAE

Present position

:
Project Secretary (reporting to PD)

Period


:
April 2008 – Sept. 2011
Job Profile:
· Self drafting of letters, memos, notes, independent correspondence

· Day-to-day correspondences, filing and record keeping
· Attending telephone calls

· Fixing appointments

· Communicating via email using Expedition.

Additional

· Worked in Technical Coordination as well as in Insurance Departments.
Worked with Project Consultants’ office

· Sending and receiving of letters, shop drawings, technical submittals etc. from the Contractor and forwarding the same to the respective engineers for documents/work verification and for their subsequent actions on the same. 

· Returning process of approved/unapproved documents such as technical submittals, material submittals, drawings etc. to the Contractor for further execution at site or re-submissions of the same.  
· Scanning and copying of the drawings, manuals and other documents for record and for forwarding the same by email to the concerned engineers.
C) PAST EXPERIENCE  :
Company name

:
Al Turki Group (Engineering Divin.)
    




(Contracting – Civil Construction)

Location


:
Dammam, Saudi Arabia

Position held

:
Project Secretary 

Period


:
August 2002 – 2007
Job Profile:
· Prepared online IDs for the company’s employees and subcontractors for one of the largest ARAMCO projects in the Kingdom namely ‘PETRORabigh’ (which involved accessing of ARAMCO’s database and filling up of individual’s details mentioned on Passports and Pathakas and uploading the same to its websites) for final printing of the IDs. Prepared temporary access IDs for visitors, drivers for material delivery at site, Vehicle Stickers, Gate Passes etc.
· Drafted letters, internal memos, notes, independent correspondence etc. 
· Carried out day-to-day correspondences & filing

· Attended telephone calls, fixed appointments

· Liaison with head/branch offices & project site offices.
· Handled Petty Cash 

· Issued fuel slips for vehicles

· Maintained record of fuel consumption for vehicles
· Maintained staff/labourers Database 

· Prepared monthly staff timesheets / monthly salary summary.
· Taken care of forwarding Iqama & Passports to H.O. for renewal and its follow up for its readiness. 
· Maintained records of received invoices from suppliers and forwarded them to accounts department for settlement of their payments.

· Prepared Payment Certificates of subcontractors and forwarded them to accounts department for settlement of their payments.
· Prepared Purchase Requisitions, Stores Receipt Notes
· Taken care of operation and maintenance of office automation system.
· Taken care of replacement of cartridges, toners and films of printers, photocopiers, fax machines etc. 

· Taken care of purchasing of stationery and distribution of the same to the staff.
· Ordered fuel for generator and other equipments working at site.
· Prepared daily, weekly, fortnightly & monthly reports.
D)
PAST EXPERIENCE  :

Company name

:
Koatex Infrastructure Ltd. 






(Construction of ports & ship dismantling yards)
Location


:
Bombay, India

Position held

:
Secretary to Director 

Period


:
April 2000 to July 2002

Job Profile :

· Took dictation in shorthand and typed letters, notes, statements, reports etc.

· Attended telephone calls

· Fixed appointments

· Prepared of Minutes of Meetings

· Prepared power point slides for presentation.

· Maintained filing and record keeping system
· Taken care of sending and receiving email, fax and distributed them to the concerned. 

E)
PAST EXPERIENCE:

   
Company Name

:
DSJ Communications Ltd.
           




(Investment & Finance divin.)

Location


:
Bombay, India

Position held

:
Secretary to Chairman (Promoted)  

Period


:
March 1996 to March 2000

Job Profile:

· Taken care of independence correspondence

· Took dictation in shorthand and transcribed them into letters, notes, statements, reports, internal memos etc.

· Attended telephone calls

· Fixed appointments

· Prepared Minutes of Meetings

· Taken care of filing, record keeping, sending and receiving email, facsimile and distributed them to the concerned. 

· Liaison with branch offices.  
F)
PAST EXPERIENCE :

Company Name

:
Bombay Wire Ropes Ltd.
   




(Group of Companies having wire 

   




ropes manufacturing, fabrics & 





textile mills and sugar production 
 




units)

Location


:
Bombay, India

Position held

:
Steno-Secretary

Period


:
Feb 1992 to Feb 1996

Job Profile :

· Took dictation for reports, letters, notes etc. in shorthand from Chairman, MD, Finance Manager, Commercial Manager, Company Secretary, Chartered Accountants, Lawyers, Legal Advisors and transcribed them into letters, notes, memos, reports etc.
· Attended telephone calls

· Took dictation for minutes and transcribed them
· Taken care of filing, record keeping

· Taken care of sending and receiving fax, telex, phonogram  

· Assisted Commercial Manager in all his daily routine works for preparation of Statement of Accounts, Profit & Loss Accounts, Balance Sheets and various other statements & reports and assisted him to prepare documents for getting the company certified by ISO 9000 standard. 
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