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	Lavina
Lavina.371135@2freemail.com  



Career Profile
Highly motivated, dynamic and goal oriented professional with over 12 years’ experience aspiring for a challenging position in the administration/secretarial stream.  Through previous Admin roles at prestigious Organisations such as BOLD International FZCO, Qatar Steel Company and St. Aloysius College possess exceptional Organizing and Presentation skills, flexible and adaptive to change. Highly execution focussed and could collaborate with multiple teams. 
Professional Experience

BOLD International FZCO, Dubai




     August 2015–April 2017
Executive Secretary to the Managing Director/Admin Assistant
Accountabilities:
· Handling all correspondence for the MD 
· Preparing timely dissemination of company reports & slide presentations for board meetings
· Maintaining highly effective organizational and filing systems including quick & thorough indexing, filing & offsite storage, resulting in easy access to critical information & streamline office functioning.
· Coordinating and managing high-level conference calls, board and management meetings, special events and travel arrangements for the MD & senior executives.
· Scheduling meetings and arranging meeting room bookings for managers and executives.
· Flight & hotel bookings for MD and other employees.

· Requesting quotations from courier companies, booking courier and follow up.
· Sorting and distributing post

· Co-coordinating with all departments & reporting to MD.

· Preparing various MIS report on daily basis.

· Preparing JAFZA entry gate passes.

· Managing Stationery Inventory.

· Provide administrative and clerical support to other departments.

· Collecting Daily Sales Reports and Daily Cash Collection Reports from different branches based in  Riyadh, Dammam, Jeddah & Dubai 
· Scrutinizing and filing of Daily Sales Report and Daily Cash Collection Report & reporting to MD
· Planning Company driver schedules for various office related works
· Monitoring company websites email and forwarding to concerned department

· Sending notices to departments and employees on behalf of & as required by MD
· Attending the front desk in the absence of the Receptionist
QATAR STEEL Company FZE, Dubai



           February 2007–April 2011
Secretary to the Director/Admin Assistant
Accountabilities:
· Handling daily business & confidential correspondence, communicating and cascading information
· Preparing timely dissemination of company reports & slide presentations for board meetings
· Maintaining highly effective organizational and filing systems including quick & thorough indexing, filing & offsite storage, resulting in easy access to critical information & streamline office functioning.
· Coordinating and managing high-level conference calls, board and management meetings, special events and travel arrangements for senior executives.
· Scheduling meetings and arranging meeting room bookings for managers and executives.
· Preparation of Sales Contracts and follow up for payment.
· Handling Customer Complaints.
· Co-coordinating with Production, Logistics, Dispatch & Accounts department for executing orders in stipulated period of time.
· Preparing various MIS report on daily basis.
· Tally sales on a daily basis with the dispatch department.
· Generate detailed monthly, quarterly and annual sales reports.
· Preparation of ‘Letter of Credit’ documents.
· Reporting to Finance & Admin Manager and managing the cadence of all the meetings
· Attended the front desk in the absence of the Receptionist
St. Aloysius Evening College, Mangalore, India

           August 1998-January 2005
Secretary to the Principal/Admin Officer
Accountabilities:
· Executed all the correspondences for the entire Evening College with a student population
over  1200 students and 41 faculty members.

· Tracked the attendance, interpreted the data and presented meaningful trends and concerns
· Assisted the Accounts team to maintain the books of accounts.  

· Meticulously arranged and coordinated the examination related activities including pre - data required by the management.

· Single point resource for all the administrative activities for the College at the Pre-
University College.
ACHIEVEMENTS
· Recipient of appreciations and performance award at Qatar Steel

· Represented Karnataka State and Mangalore University in Athletics

· Secured First Place and won several prizes at State, District and University Level Dance Competition.

· Won prizes in Singing competition at College

· Represented as Joint Secretary of Students Union in Sri Mahaveera College
Skills
· Possess exceptional planning & organizing skills. Have successfully mastered the art of working under immense pressure. 
· Being articulate and confident with excellent verbal and written communication skills, I am able to communicate with and influence people from different cultures and backgrounds
Educational Qualifications
· 1992 - 1993 – Post Graduate Diploma in Computer Application, Mangalore University.
· 1989 - 1992 – Bachelor of Law, Mangalore University. 
· 1986 - 1989 – Bachelor of Arts, Mangalore University. 
· 2002 – Diploma in Computer, St. Aloysius College, Mangalore University. 
· 2013 – Course in MS-Word, MS-Excel, and MS-Power Point, from Manipal Institute of Computer                                      Education, India. 
IT Skills
Operating Systems:

DOS, Windows
Well versed with MS Office applications and MS Outlook
Personal Dossier
Marital Status


-
Single 
Visa Status


-
UAE Resident 
Date of Birth


-
26-10-1968
Gender


-
Female
Nationality


-
Indian
UAE Driving License

-
Light Vehicle
References could be furnished upon request.
