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Snapshot:  Senior professional with nearly 17 years of experience in executive assistance & office administration across diverse organizations in the United Arab Emirates.  Proficient in spearheading multiple management functions / activities in a high pressure environment, identify / prioritize tasks at hand and meet deadlines.  Awarded for enhancing operational efficiency and implementing various process improvement initiatives across professional career; exploring challenging assignments with a professionally managed organization.
History of Excellence in…

Secretarial Support  (  Administrative Services  (  Operations Management  (  Process Improvement  (  Resource Optimization  (  Budgeting & Cost Control  (  Vendor Interaction  ( Client Relationship Management  (  Organizational Development  (  Team Leadership

Leadership Strengths & Highlights

Proficient in management of various administrative functions including preparation of transmittals, monthly reports, and interoffice memos; Demonstrated ability in managing Senior Manager’s diary, scheduling & maintaining appointments; preparing correspondences and coordinating travel arrangements.


Skilled in liaising between senior management, employees & other stakeholders to ensure proper lines of communication critical in addressing/resolution of myriad issues; analysis & interpretation of data, generation & consolidation of various reports, maintenance of status updates.
Known for effectively coordinating and collaborating with ‘C’ level executives, senior management, customers, business partners, stakeholders and project teams; successfully bridge the communication gap among business and technology groups.
An effective communicator with excellent relationship building & interpersonal skills. Strong analytical, problem solving & organizational abilities.  Possess a flexible & detail oriented attitude.

Professional Experience

	Higher Colleges of Technology, UAE  ~ Senior Executive Assistant – Vice Chancellor’s Office  ~
Aug 2005 onwards


Key Highlights:
· Successfully managed travel arrangements for a delegation of 12 including the Vice Chancellor to the UK within a span of 3 days
· Proven ability in developing & automating database consisting of records of incoming or outgoing student request forms from 16 campuses
· Instrumental in setting up a library for special needs books and resources in the Special Needs Department using unutilized fund at the end of the budget year
Key Responsibilities:

· Manage day to day operational & administrative aspects of the Vice Chancellor’s office including maintaining updated records & confidential documents based on business as well as operational requirements
· Coordinate travel logistics encompassing flight ticket bookings, visa, hotel bookings amongst others for the Vice Chancellor and VIP visitors

· Follow up with various support teams in settling overseas travel expenses of managers.  Manage logistics related to international events and conferences
· Interact with visitors, guests for understanding of requirements prior to routing them to the concerned authority 

· Manage telephone calls, office correspondence and other enquiries related to the senior leadership team

· Prepare & maintain agenda and minutes of meetings.  Set up conferences (name badges, registration bags, conference materials etc.) as well as registration desks

· Communicate senior management instructions or requests to concerned persons across the organizational hierarchy 
· Draft letters, reports and prepared various presentations based on business requirements

· Liaise with vendors aimed at cost effective procurement of resources.  Manage petty cash and maintain department expenses

· Maintain updated database of guests and visitors to the Vice Chancellor’s office as well as internal database to use as future reference

· Generate & update various status reports for the senior management and other stakeholders to enable effective decision making

Zayed University, College of Commn & Media Sciences, UAE  ~  Administrative Assistant  ~
Aug 2004 – Aug 2005
Key Highlights:

· Recipient of cash award for efficiently managing Dean’s office during prolonged leave of colleague
Additional Responsibilities:

· Maintained updated students files of the college as well as graduates database based on business as well as operational requirements
· Interacted with & updated graduates with available vacancies.  Organized career workshops for students & graduates

· Managed other administrative activities based on business as well as operational requirements
Previous Assignments

	Organization
	Designation
	Duration

	Al Rostamani Technologies LLC

Dubai – UAE
	Office Administrator
	Jul 2002 – Jul 2004

	Delta Emirates Contracting Co. LLC

Sharjah – UAE
	Office Manager
	Jan 2001 – Jun 2002

	Dutco Balfour Beatty  (BK Gulf)

Dubai – UAE
	Executive Secretary / Accountant
	Sep 1999 – Nov 2000

	Cochin University of Science & technology

Engg. Dept., Kerala – India
	Senior Grade Secretary
	Mar 1993 – Aug 1999

	Kerala University – Academic Section

Kerala – India
	Junior Grade Secretary
	Apr 1990 – Mar 1993

	Indian Space Research Organization (ISRO)

Quality Control Division, Kerala – India
	Technician Apprentice
	Mar 1989 – Feb 1990


Credentials

· Higher Diploma in Commercial Practice, Kerala State Board of Technical Education, 1989

(State First Rank with Distinction)
· B.Com (Bachelor of Commerce), Kerala University, India, 1985 (Course completed)

· Bytes Computer Course, 1999
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