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ELIZA 











Career Objective





To secure a position in an organization that would fully employ my varied experience in the fields of Financial Accounting & Office Administration.  Objectively to contribute as a valuable employee in the development and success of an organization.








Computer Skills


MS Office


Adobe


MS Outlook





Languages


English


Hindi


French�
Strengths


Effective Time Management


Team Building & Leadership


Forward & Strategic Thinking


Good Planning & Problem Solving


Excellent Communication





�
�





















Proficient in MS Office packages, MS Outlook, Adobe, Internet, E-mail etc.





Well acquainted with computerized accounting and management reporting systems.





KEY SKILLS


& STRENGTHS
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EXPERIENCE





Office Administrator – Cost & Planning / Engineering & HR Departments 


(2003 – Present)





Areas of responsibility - Cost & Planning & Engineering Departments:





Reporting to the Cost & Planning Team Leader and the Department personnel on matters relating to financial month end costing & planning reports.  Maintaining & updating various costs & planning reports on a weekly basis and follow up.


Scheduling meetings, arranging for interviews, preparing orientation schedules for new incumbents and interns from UAE universities.


Updating and maintaining administrative records i.e. personnel track records, leave of absence, mission orders, requisitions, preparing leave schedules, independent correspondence, filing etc.


Arranging for offshore flight bookings and liaising with the travel office and contractors for security passes, travel cards, safety requirements and arranging for training for the required personnel in matters of safety.


Scheduling & organizing various training programs for the Arab nationals on a yearly basis and maintaining records of the same.





ZADCO 


(Industry – Oil Field)





Office Administrator –HR Department 





Areas of responsibility – HR  Department:





Reporting to the HR Team Leader and the other team members of the Department on matters of mobilization, integration, transfers, resignations, appraisals, terminations etc. of personnel.  


Handling self-correspondence, preparing RFPM (request for personnel movement) & new assignments, profiles of personnel, organizing Team Leader’s schedule, filing, faxing, maintaining records of different personnel movements, preparing organization charts etc.


Handling & preparing various inter department correspondences & external correspondences, faxes, memos, letters, e-mails etc.





AL JAZIRAH ENTERPRISE 


FOR PROJECTS DEV.


(Industry – Project Development)








Executive Secretary


(June 1997 – January 2003)





Reporting directly to the Managing Director, handling self-correspondence, personnel and office administration, organizing meetings, preparation of the agenda, drafting minutes, assisting in the preparation of business plans, executive summaries, technical manuals, company profiles, business and financial proposals etc.


Organizing GM’s schedule, filing, faxing, maintaining records of different business licences and following up with different government institutions regarding the same, assisting in the documentation required for company registration with the respective oil companies etc.








ABU DHABI GROUP 


FOR PROJECT DEV.


(Industry – Project Development)











Executive Secretary


(Dec. 1995 – March 1997)





Reporting directly to the General Manager and performing secretarial functions - self-correspondence, faxing, filing, arranging of meetings, preparing the agenda, drafting minutes, assisting in the preparation of company profiles, business plans, financial analysis, feasibility studies, keeping staff records, travel schedules etc.








ABN AMRO BANK


(Industry – Banking)











Secretary


(Jan. 1995 – Nov. 1995)





Self-correspondence with matters relating to the Credit Department, maintenance of credit files etc.


Handling of bank guarantees, power of attorney, agreements, facility documents, personal securities, status reports, memos etc.


Normal secretarial duties, faxes, e-mail, telex etc.








Accountant / Secretary


(Sept. 1991 – Oct. 1994)





Handling the entire Payables module and processing the month end reports on System S-36.


Maintenance of Petty Cash, Banking / Reconciliation, etc.


Handling of Balance Sheet items - Prepayments, Accruals, Journal Entries.


Handling of Payroll and day to day office routine operations.








SCHLUMBERGER M. E.  


(Industry – Oil Field)





In addition to accounting responsibilities as mentioned, reporting to the Technical and Financial Managers.





Performing secretarial duties as well as consolidation of Progress Reports, typing audit reports, independent correspondence etc.


Preparing Material Orders / Transfers / Receptions, Vehicle Updates, Wipe Tests, Risk Identification Reports etc.








Accountant / Secretary


(January 1990 to August 1991





Computerized accounting up to finalization and secretarial functions. Computerized System Accounting - BBIX (Business Basic IX).








AL OTAIBA & GARG CONTRACTING CO.


(Industry – Contracting)





INTERNATIONAL 


AUDIT CO.


(Industry – Accounting)





Audit Representative


(Jan. 1989 – Dec. 1989)





Handled computerized accounting up to finalization.





ADONIS 


LABORATORIES


(India)


(Industry – Pharmaceutical











Accountant


(Apr. 1985 – May 1988)





Handled computerized accounting up to finalization.





Bachelor of Commerce 


(Management Major)





EDUCATION





Bombay University





Marital Status:  	Married


Visa Status:	Residence





Holder of a valid U.A.E. Driving Licence





PERSONAL PROFILE










