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	Career Objective
	Actively looking for an Executive Assistant position with in-depth experience in Administrative and Business support to Senior Management. Enjoys working independently in a changing and multi-tasking environment and can join immediately. 

	Career Record
	2016 Oct to 2017 March – Senior Executive Assistant to SVP and Global Head Communication Service Provider, Wipro Limited, Bangalore, India.
· Single point of Contact 
· One on one interaction with Internal and External Stakeholders / Executives / consultants / partners

· Calendar Management & Independent Email Management

· Coordinate a variety of complex executive meetings 
· Expert Knowledge of multiple time zones (US / EMEA / PAC)

· Maintain Confidentiality of information

· Schedule Review meetings for team

· Follow up on Action Points to assure timely response
· Open and distribute the correspondence specifically for the SVP (this includes electronic communications) 
· Handling telephone enquiries, redirecting calls and taking messages.

· Follow up on reports and documents
· Hotel bookings, Coordination with International / Domestic clients for meeting management, their travel plans and admin coordination 
· Conferences, internal seminars, workshops, trainings. 

· Managing Travel E.g. Flight reservation, Forex, Hotel, phone, transport along with Personal Expense (House rents, Credit cards payments, Telephone bills etc.) 
· Handle Logistics (Transport)Management 

· Timely Approvals of PR / PO / Leave & Travel Requests
· Manage External & Internal Events / Offsite / Lunch Parties
2015 April – 2016 Oct – Senior Executive Assistant to Sales Head India and SAARC,       TE Connectivity Broadband Network Solutions, Bangalore, India.
· Single point of Contact for the BU Head
· Email Management/ Meeting Scheduling with Internal and External Stakeholders
· Calendar Management
· Travel Management
· Petty cash management
· Logistics / Event Management
2012 June – 2015 March - Executive Assistant to CEO and COO at IonIdea Enterprise Solutions, Bangalore, India.
· Single point of Contact 
· One on one interaction with Internal and External Stakeholders / Executives / consultants / partners

· Calendar Management & Independent Email Management

· Coordinate a variety of complex executive meetings 
· Maintain Confidentiality of information

· Schedule Review meetings for team

· Attend meetings, especially those attended by the COO, liaise with attendees on the summary minutes of such meetings with special emphasis on resolutions /initiatives / Action Points resulting from the meetings
· Follow up on Action Points to assure timely response
2004-2012              Self Employed
· Part-Time Admin work – Freelance web designing

2001-2004 
     NIIT Ltd. 
New Delhi
· Worked as Guest Faculty – JAVA and SQL, HTML in NIIT Delhi.
1996–2000             Lucent Technologies India          New Delhi
Executive Assistant with Vice President Finance

· Arrangement of Board Meetings, Teleconference calls in and outside India  
· Maintained internal and external correspondence within the department (Finance) and with others on day to day basis
· Managed Calendar, Travel and Hotel Reservations

	
	

	
	1994–1995             Paharpur Business Centre           New Delhi  
Senior Administrator
· Worked with various in-house clients like Hewlett-Packard, Microsoft, GE, KFC, and Motorola
· Worked with senior level management of Paharpur Business Centre

	
	1993-1994             Silver cord Industries HK Ltd.     Hong Kong
Secretary to Sales & Marketing unit
· Worked with the sales team and The Director-sales
· Coordinate sales calls. Manage Reports and Documents
· Contact point between China and Other Sales offices in Hong Kong
· Excellence in handling office equipment
1992-1993             Usha Telehoist India Ltd.    New Delhi
Front Office Executive
· Managed incoming/outgoing calls on EPABX Board
· Managed Vendors/Sub contractors
· Stationary /Mail/courier management


	Education
	
YMCA Hong Kong.  

· Certificate of Completion of Secretarial Assistance and Microsoft application 

NIIT Ltd. New Delhi
· Diploma in Web Design and eCommerce Development which included the SUNJAVA language.
            IGNOU             
· B.A. English 
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