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QUALIFICATIONS SUMMARY:

An  MBA with more than 11 years of international experience in USA  and 11 years in MNC'S in INDIA, I am a hard core administration and operations professional with a background in finance and general ledger accounting. 

An accomplished Office Manager; Executive Secretary and Consummate Global Professional offering 11 years of administrative experience reporting to CEO & C level executives I  am a Proactive, highly skilled Administration / Finance / HR professional with hands-on experience in diverse office environments having Knowledge of current industry trends and technology. Being an experienced communicator and team player I am a versatile professional with a record of working in Large Teams, Budgets, Time Management, Organizational, Procurement & Negotiation, Decision making, Analytical, Multitasking and Stress management and Customer Service Skills. I enjoy learning new programs and processes.  My skills include effective gatekeeping; preparing well-researched and accurate documents; managing busy calendars & travel arrangements. I have Proficiency in MS Office (Word, Excel, PowerPoint, Access and Outlook). 
PROFESSIONAL PROFILE:
Square Feet Consulting - Proprietor


   
               Jan 2011 – Present 
Real Estate & Removals Consulting. 

A Boutique Estate agency & Consulting in Mumbai with expertise in Relocation & Destination management;  Specialization in  Indian Immigration; Visa; Work Permit and FRRO registrations; OCI & PIO.  Estate Management for NRI and Overseas Clients. 

Ahmedabad University





             Apr 2016 – Nov 2016      Office Manager Cum Chief of Staff Chairman’s Office

360 Degree Management of the office of the Chairman, Board of Management and the Provost.   Coordinate the internal and external relations of the offices of the Chairman & Board of Governors. Liaison with the external stakeholders and coordinate university wide strategic initiatives.

· Manage the Chairman’s business affairs; complex diary management, global multi-time zone travel scheduling, coordinate meetings / events, monitor finances and expenses.  Manage, prioritise and respond to e-mails on behalf of the Chairman. Read and prioritise documents, presentations, board papers or requests that land in the Chairman’s Office. 

· Prepare board meeting packages, attend and record proceedings, prepare and distribute minutes. Prepare documentation and correspondence, memoranda and reports and gather background materials. 
· Organize various University Academic Council meetings. 

· Distribution of agenda, confirmation of participants, distribution of informational materials and/or other pre-meeting initiatives with attendees.

· Liaise with attendees on the summary minutes of meetings with special emphasis on resolutions, initiatives and/or special assignments resulting from the meeting. Communicate the committee decisions, and initiate / complete any required follow up. On behalf of the Chairman, follow up and monitor the progress on action items decided in the meetings and expediting their resolution.

· Budget preparation, monitor expenses / expense report preparation, reconcile credit card payments. 
· Develop analysis reports and preparation of confidential documents. 
· Organize meetings with Vendors, Responsible for Vendor Registration and Payments.

· Overall administration and infrastructure responsibilities for offsite projects.
· Organize, plan, and coordinate logistics support for meetings, conferences, internal seminars, workshops, trainings and visitors. 

· Organize all employee meets & release important employee communications. 

· Facilities management of the Chairman’s Office.

· Day to day supervision and human resource related functions for Secretary, clerical, administrative and office support staff assigned to the Chairman’s office.

· Ad-hock responsibilities. 

Celanese Chemicals India Pvt. Ltd.  (USA Based MNC)                       Apr 2012 – March 2016
Office Manager cum Executive Assistant to MD / Country Head
Managing Administration for India and Managing the Office of the Country Head/MD (India & Subcontinent). 
Office Administration & Management; Facility Management ; MARCOM; Corporate Communications; Corporate Social Responsibility; EHS; Customer Service Relations;  Property Lease; Property Maintenance; Architecture & Design; AMC; AHU & HVAC; Vendor management; Inventory Control; Canteen Management; Procurement; Logistics and Events.    

Achievements & Highlights: Overlooked the relocation of the head office in Mumbai twice during my 4 year tenure at Celanese Chemicals. This entailed the end to end gamut from property search, lease agreement, architecture and design, furniture and interior decoration, installation of various services ensuring employee health and safety, ergonomics & fire safety compliance and relocation of the office equipment and staff. 
GIA Gemological Institute of America – (USA Based MNC)                    May 2008 - Dec 2010           
Executive Assistant to Director of Laboratory Operation, Administration Officer & Destination Manager. 
During my 3 year tenure at GIA I worked in 3 departments of the MNC. I joined GIA as the destination manager, was promoted to the post of Administration officer in 3 months and then transferred to the position of EA to Director Laboratory Operations in a year. 

Managed the administration for the laboratory and the Office of the Expatriate Director of the lab. operations comprising of 8 departments and 450 employees. Coordinating with internal heads of departments and internal customers of the lab., School and Indian / Global corporate offices. MIS Report preparation, analysis, Client relations, MARCOM, Corporate Communications   & Corporate Social Responsibility. Employee Health & Safety (EHS), Customer Service Relations, Property Lease; Property Maintenance & Guest House Management, Inventory Control, Canteen Management, Workspace Management, Facility Management, Petty Cash Management, Acquisition and maintenance of Cars, Management of Transportation, Management of Mobile phones and services, Vendor management, Procurement, Inventory Control of laboratory supplies and equipment customized for diamond grading (budgeting and forecasting), Maintenance and AMC of office equipment, General office, Front Desk & Reception Area Management, Parking space management, Mailroom Management & Project Management. Coordinating with the Chartered Accountant’s Firm, Legal firms. HR related issues.  Implementation and smooth functioning of Laboratory tours for clients & alumni. Event Management / Seminars & Conferences / In house as well as Off Site and Training Programs & Workshops. Office renovation, Mechanical, Electrical and Building upgrading works within timelines and cost. Laboratory related Manpower planning & forecasting. Logistics for heavy flow of expat staff (40 – 50 expatriates from all over the world) lodging, boarding, transportation, communications, entertainment and overall welfare (MIS, budgeting and forecasting). Pan India tie up with all Major 5-Star Hotels. Expertise in Indian Immigration and Visa laws, FRRO regulations for Indian Work permit / Visa. 
Medical Leave due to back Injury



                       Nov 2007 – Apr 2008
Notting Hill Media Pvt. Lld., Sakinaka, Andheri (E):
           
            Feb 2007 - Oct 2007
Administration Manager: Running the complete operations of the India Branch

Administration & Operations: Travel and Hotel Arrangements, Housekeeping, Transportation, Landlord and Lease and License Issues, Compliance of Government Rules and Regulation, Insurance and HR functions. 
Accounting & Finance: Complete banking Operations, Wire Transfers, Payroll, TDS,  Complete Banking Functions, Accounts Payable, Accounts Receivable, Expense Reports, Liaison with Chartered Accountants and Legal Consultants
Relocating from New Jersey, United States of America     

 Apr 2004 – Jan 2007
I took a sabbatical for 2.5 years during which I relocated from USA to Mumbai. 
January 1993 to April 2004 – Settled in USA 

Professional experience in the field of Accounting and finance as Senior Accountant / Accounting Manager

Work experience in USA: During my tenure in the USA I specialized in General Ledger Accounting & Financial Analysis. I had expertise in Monthly Closings, Journal Entries, Accruals, General Ledger Analysis, Bank Reconciliation, Depreciation, Amortization, Accounts Receivable, Accounts Payable, Interface with soft wares, Wire transfers, Intercompany accounts, budgeting, MIS, Crystal Reports, Data Management, Maintenance of Fixed Asset database, Data conversion for software Launching, Budgeting and Analysis, Software maintenance and administration, Management of staff, Interview job applicants,  Develop department SOP, Employee reviews, Developing and training staff, Vendor Development and Management. Participated in Internal audits, year-end audit, and preparation of year end reports and schedules. 
Saint Peters University Hospital – New Jersey, USA                                Nov 2001 - Apr 2004
Senior Accountant / Staff Accountant              

Special Achievements: Assisted in the launching of Lawson software. As a result of Bank  Reconciliation, resolved an unreconciled difference of 1.8 million which had been outstanding for 4 years. Launched and implemented a Sub Ledger to the general ledger accounting package.  

Silver line Building Products – New Jersey, USA  

            Dec 1999 - Sept 2001

Staff Accountant
 

Special Achievements: Saved the company $150K annually due to Data analysis.  Saved the company thousands of dollars in overpayment made by the accounts payable department and detected 10-15 cases of employee fraud as a result of bank reconciliation and analysis of payroll bank accounts.

Carnegie Bank – New Jersey, USA  
                                                Apr 1995 – Nov 1999

Senior Accountant / Accounts Payable Manager

Special Achievements: Successfully completed project to convert fixed assets schedules and leasehold improvement (WIP) schedules on excel spreadsheets to fixed asset software. Worked with technicians and programmers to eliminate the glitches and refine the accounts payable software to enhance its compatibility to the main software. Worked on special projects for the CFO and Controller of the Bank. 

Strauss Discount Auto – New Jersey, USA            
                       June 1994 - Feb 1995
Accounts Payable Executive / Trade                           

Educational Qualification:
2010 - MBA - NMIMS, Mumbai, India
2003 - Lawson Software: General ledger and report writer training - NJ, USA
1997 - Best Software c: Fixed Asset Accounting - NY, USA
1996 - American Institute of Banking (AIBNJ) - Business Communications - NJ, USA
1996 - Organizing Controlling and Managing Accounts Payable Certificate course - NJ, USA
1993 - Middlesex County College: Certificate course in Accounting - NJ, USA
1989 - Computer Point: basic computer programming - Mumbai India
1988 – Graduation / B. Com, Financial Accounting and Auditing - University of Bombay, India
Computer Skills: 
Proficient in Microsoft Office, SAP Accounting packages (Lawson, Oracle, As400, Fixed Asset Software, Tally) People Soft (HR) & Horizon (for diamond certification).
PERSONAL PROFILE:

Nationality: American

Expiry 10-06-2020

Marital Status: Divorced


Languages Known: English, Hindi, Marathi, Sindhi & French(beginner)
Hobbies: I am an avid reader and have an interest in Health & Fitness. I love listening to Indian Classical Music. I am very fond of attending Theater & Drama, Dance Performances and love going to the movies. I try to do social work whenever possible.  I am interested in Real Estate and have expertise in Indian Visa & Immigration Processes. 
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