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Zahra
Zahra.364632@2freemail.com 
PROFILE

I have an overall experience of over 12 years and have worked as a Personal Assistant,

Executive Secretary, Project Secretary and Sales Assistant – Coordinator. Oil and Gas, Real Estate, Construction and Leisure have been my forte and I have been involved across all project phases, from conception to site inspection and delivery. My strength 
and capabilities include coordination, effectively assisting the Project Management Team in completing projects on a time and budget constraint, and efficiently executing tasks delegated to me by the Executive Management Team.
EMPLOYMENT HISTORY
Executive Assistant to the GM & Executive Management Team – BK Gulf LLC (Dutco Balfour Beatty)
(Temporary Assignment)


BK Gulf LLC is an international company providing MEP facilities. The company’s major projects are The Address Hotel, Dubai Mall, Concourse 4, Marfa Al Seef.
Responsibilities:
· Organising Meetings and maintaining the GM’s Calendar.

· Looking after the day to day operations, executing mails and facilities management within the Executive Management Team.

Executive Assistant to the Sr. VP- Eastern Operations -Petrofac E&C, Sharjah 2009 – To 2016



Petrofac Sharjah is a renowned international company providing all possible solutions to the Oil and Gas facilities. The company is also engaged globally in designing and building the infrastructure of oil and gas facilities.
Executive Assistant

Assistant to the Sr. Vice President – Eastern Operations and the Engineering Director.

Responsibilities:
· Organising Meetings and maintaining the Vice President’s Calendar.

· Coordination and liaising with Executive Management and Heads of Departments

· Coordination with Engineering Departments in Petrofac Sharjah and overseas offices (Mumbai, Chennai and Jakarta).
· Administrative services – Travel arrangement, Hotel Accommodations and Logistics.
· 
Versatile Roles – Assisting in the operations of the ECS (Engineering & Consulting Services) Department. 

· Liaising with Petroleum Development of Oman in the Rabab Harweel Projects.

· Role out of the Fit for 2013 Module (Consultants Turner & Townsend / Baynes and Company).
· Facilitate interviews for Key positions with Ex. Management, HR Department and candidates. 
Personal Assistant (P.A) / Project Secretary  
W.S Atkins & Partners Overseas, Dubai  2004 – 2009




Atkins is the largest Engineering Consultancy in the UK and Europe and the world's eighth largest global design firm. WS Atkins has a strength of 18,000 professionals working from strategic locations around the world and is a renowned designer of buildings such as Burj Al Arab, Bahrain World Trade Centre and up coming Trump International Hotels in Palm Jumeirah.
Projects:

· The Gateway Towers – The project consists of three towers of 59 story office tower, 48 storey Central tower and 47 storey Beach tower with a 15 storey Podium covering the entire site.

· The Emerald Palace  - Palm Jumeirah

· Ibis Hotels & Apartment , Al Barsha – Office Development

· Indigo Towers, 

· Tiffany Towers

Project Secretary
Responsibilities:

· Project Coordination

· Preparation of Technical and Tender Documentation

· Preparation of Monthly Reports 

· Travel arrangements for the Project Management Group

· Coordination with Site Personnel 

Personal Assistant
Responsibilities: 

· Liaison with the Commercial Department and Project Management Team 
· Assist in preparation of Bids and offer letters doe different jobs, RFPs (Request for Proposals)
· Organising meetings and Travel Arrangements.
Qualifications:
· (M.A.) Mumbai University, Master of Arts   

Majored in Sociology

Professional Training:
· Secretarial Course conducted by Spearhead Training Institute, Nad Al Sheeba, Dubai

· 'Executive Secretarial Training Program' conducted by Indo-American Society, Mumbai

· Diploma in Secretarial Practice' from Remy's Secretarial School Bombay.
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