Rajani 
Rajani.361511@2freemail.com

Objective

To work with an organization which would help me to build on my skills, to enjoy an innovative and motivating work environment, to be a part of a team striving for excellence, to constantly upgrade my skills to the latest trends of the industry. 
Total of more than 17 years’ experience. 
PROFESSIONAL EXPERIENCE        

Presently working with Huhtamaki Group [Positive Packaging United (M.E.) FZCO] as an Executive Secretary reporting to VP(MEA) in UAE since July 1st, 2015
Key Responsibilities:

· Providing comprehensive administrative support to VP 

· Ensured confidentiality of information at all times.

· Maintaining appointments, calendar and scheduling; organizing the diary and filing system.

· Effectively managing inbound & outbound diary requests and diary related logistical issues.
· Organizing internal and external meetings and preparing meeting agenda, send notices to board members, circulating meeting-minutes as per the set timelines.

· Managing bookings for meetings and conference rooms and its associated visual equipment like Polycom Video Conferencing.

· Planned logistics for executive travel including liaising with travel agents for visa arrangements, flight, hotels, ground transportation, and foreign currency requirements.

· Performing post meeting follow-up until response received and send courtesy mails to key contacts.
· Transcribed all meeting minutes, monitored and reverted to e-mails and prioritized important correspondence.

· Generated various MIS reports and presentations for monthly meetings.
· Preparing PowerPoint presentations for presentation to customers, staff and Board of Directors.
· Dealing with companies for cost effective deals.
· Familiar with use of ERP Systems.
Godrej Industries Ltd, Mumbai                                                 
 April’14 – June 30 2015
Senior Executive reporting to Head – Corporate Strategy & Planning.

Key Responsibilities:

· Manage Supervisor expenses

· Effective Management of Inbound & outbound diary requests + diary related logistical issues

· Effective and cost effective management of travel bookings (Supervisors and Corporate Planning department)

· Supporting Corporate Planning Department Library

· Dealing with ad-hoc requests

· Accurately tracking Corporate Planning Department activities.
· Appointment scheduling & Meeting Coordination.

· Organizing internal and external meetings, preparing agenda.

· Managing bookings for meetings and conference rooms and the associated equipment such as LCDs, Data Projectors.

· Post meeting follow-up, courtesy mails to key contacts.

· Coordinate Domestic & International travel arrangements, including flights, hotel stays & ground transportation including Visa Processing.
· Liaisoning with travel agents for tickets, foreign tours.

· Handle confidential information, agreements, files and data. 

Godrej Consumer Products Ltd, Mumbai                                                 
 March’07 – April 2014 
Executive reporting to President – International Operations.
Key Responsibilities:

· Providing comprehensive secretarial and administration support to the President.
· Maintaining the diary, filing system and record management.
· Appointment scheduling & Meeting Coordination.

· Organizing internal and external meetings, preparing agenda, sending notices to board members, circulating minutes as per the set timelines.

· Managing bookings for meetings and conference rooms and the associated equipment such as LCDs, Data Projectors.

· Post meeting follow-up, courtesy mails to key contacts.

· Checking emails, independent correspondence, taking dictation and prioritizing important correspondence.

· Coordinate Domestic & International travel arrangements, including flights, hotel stays & ground transportation including Visa Processing.
· Liaisoning with travel agents for tickets, foreign tours.
· Handle confidential information, agreements, files and data. 
· Preparation of MIS reports, presentations, database management, file management etc.
· Assist in making presentation using PowerPoint
Biostadt India Ltd, Mumbai                                                


May’06 – Mar’07 
Secretary reporting to CEO.

Key Responsibilities:

· Drafting 
· Self Correspondence 

· Liaising with travel agents for air tickets, foreign tours.

· Filing VISA 
Macleods Pharmaceuticals Limited, Mumbai                        


Nov’05 – May’06 
Pharmaceuticals company exporting formulations to various countries like South East Asia, African & CIS Countries.

Secretary reporting to VP – International Business.

Key Responsibilities:

· Drafting, Self Correspondence, Follow up with the factory for arranging the samples for tenders, Preparation of tender documents (countries like Kenya, Ethiopia, Sudan, Zimbabwe etc), Liasoning with travel agents for air tickets, foreign currency, traveler’s cheque for foreign tours, Filing,  Visas etc
Centaur Pharmaceuticals Limited, Mumbai                        


Jan’01 – Nov’05 
Pharmaceuticals and bulk drug manufacturing company. Exporting formulation to countries like Uganda Kenya South Africa, Nigeria, Yemen and Bulk drugs to U.S.A, Canada Iran Switzerland, Germany, France, Sweden.

Secretary reporting to Director - Exports.

Key Responsibilities:

· Follow up with factory for delivery schedule on day-to-day basis and after delivery informing parties about dispatch
· Making application for narcotic permits to narcotic commissioner after receipt of import permit

· Follow up with local buyers for payments receivables 

· Liasoning with travel agents for air tickets, foreign currency, traveler’s cheque for foreign tours
· Preparing MIS REPORTS on monthly basis 

· Preparing export documents I.E. Certificate of Origin, FORM A, Invoice, Packing list, Airway Bill Instruction, Bill of lading instruction, Insurance Coverage, Bank Realization Certificate
· Self-correspondence related to Export documents.  
· Looking after Domestic Sale

Lupin Laboratories Limited
                        




Sept’99 – Dec’00 
Worked as a Secretary reporting to General Manager (Bulk Activities Commercial) for one year from Sept 1999 to December 2000.
Arunoday Mills Limited 






Oct’96 – Sept’99
Worked as a Secretary reporting to Vice President for three years from Oct 1996 to Sept’1999.
Achievements
· Taken decisions on behalf of reporting lines.

· Experienced with reporting to two direct superiors.
· Commended for proficiency in multi-tasking; meeting deadlines and ability to work as part of a team.

· Ensured cost effective management of travel bookings.

· Generated budgets and effectively managed costs of office supplies.

· Dealt diligently with ad-hoc requests.

· Prepared complex tender documents.

EDUCATIONAL CREDENTIALS

	LEVEL 
	YEAR
	UNIVERSITY
	CLASS

	S.S.C
	1991
	BOMBAY
	FIRST CLASS

	H.S.C
	1993
	BOMBAY
	SECOND CLASS

	B.COM
	1996
	BOMBAY
	SECOND CLASS

	DIPLOMA IN PERSONNEL MANAGEMENT
	1997-98
	WELLINGKAR

INSTITUTE OF 

MANAGEMENT.
	DISTINCTION

	DIPLOMA IN EXPORT

IMPORT MANAGEMENT
	2003
	INDIAN MERCHANT

CHAMBERS
	SECOND CLASS

	EMBA


	2008
	SYMBIOSIS


	DISTINCTION 


PERSONAL DETAILS   
Languages Known: English, Hindi, Marathi, and Malayalam
Gender / Martial status: Female / Married
References: Available on Request
Current CTC: AED 6500/- pm
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