CURRICULUM VITAE
Personal                                :           Cynthia 

Date of Birth


:
22nd January, 1959

Email address


:
Cynthia.372731@2freemail.com 
Educational Qualifications
:
SSLC from St. Anne’s High School, 






Mangalore, India.






PUC from St. Agnes College, 






Mangalore, India.

Professional Qualifications
:
Secretarial Course.

Skills



:
MSOffice    -  Word / Excel /  Powerpoint / Outlook
Internet surfing / e-mail

AmiPro 3.0 / WordPerfect 6.0

Position Sought

:
Executive Assistant / Office Manager
Objective

To work effectively in a fast-paced environment, while maintaining professionalism, at all times.

Work Experience

Overall 25+ years (including 9 years in Dubai) as an Executive Assistant / Secretary.

Current Employment:

As Executive Assistant to the Chairman, Avis Group of Companies, Mumbai – January 2010 onwards.
Consolidated Job Profile:

· Responsible for management, coordination and administration of Executive Office (Chairman / MD / CEO), as well as undertake more complex and challenging assignments of high importance. 

· Primary point of contact for internal and external constituencies on all matters pertaining to the Executive Office.
· Liaison between the Executive Office, Board of Directors and Senior Management Team.
· Dissemination of information from the Executive Office.

· Processing incoming and outgoing mail and e-mails.

· Screening Calls and visitors.

· Commmunication:

· Drafting letters / emails

· In-house communication / follow-up / co-ordination with Departmental Heads in terms of reports (MIS), payments, queries, staff meetings, etc.

· Updating / editing the Database / mailing list. Maintain updated list of staff and client contact details (telephone numbers, addresses, email id’s etc.)
· Arranging complex and detailed domestic as well as international travel arrangements, itineraries, agendas; and compiling documents for travel-related meetings, preparation of expense reports.
· Managing an extremely active calendar of appointments, (organising and coordination of various meetings and conferences).  Attending meetings, resultant minutes of the meetings. Preparing required Documents and Presentations for meetings and conferences.

· Research and prepare coordinated responses/reports to complex issues.
· Taking down dictation, typing, filing, proof-reading and checking documents where necessary.

· Providing information support as well as keep the boss well informed of upcoming commitments and responsibilities.
· Public Relations - build relationships crucial to the success of the organization

· Monitoring office expenditure.

· Follow-up with clients and suppliers – Vendor Management.

· Track and monitor payment of personal and official bills, claims, etc.

· Ensure timely payment of telephone & credit card bills.  Renewal of Credit cards when required.
· Execution of all social function arrangements.

· Reception and entertainment of overseas visitors.

· Interviewing prospective (junior) staff for recruitment where necessary.

· Maintaining of personnel records of Management Staff.

Administrative Responsibilities Held:

· Travel Arrangements – setting up travel agents, obtaining corporate rates on the domestic/international sectors, establishing relationship with various consulates for obtaining visas as and when required, organizing foreign exchange, processing travel insurance applications as per requirements.

· Handling Advertising, Promotional and Allied Media Matters, Liaison with high Calibre Customers.

· Stationery/Printing: Obtaining quotes from vendors and negotiate for best prices and credit period, maintaining required stock of Stationery and handover stationery to staff as per requirement. 

· Looking after Purchases of Office Supplies – supervising the complete operation of the pantry for tea, coffee, biscuits / snacks, soft drinks etc. for staff and visitors.

· Staff Welfare – celebration of staff birthdays / anniversaries (bouquets / cakes / cards), organizing annual dinners, picnics, etc.

· Asset Management & Maintenance of Records – all fixed assets / office equipments are maintained / annual maintenance contracts obtained, ensuring Office Automation Devices are serviced regularly.  Agreements for Company Leased Flats and Guesthouses are in place, ensuring the housekeeping and other services maintained, telephone connections activated, etc.

· Housekeeping – interacting with the contractor / insurance agencies for the maintenance of office premises / staff covered under labour law, etc.

· Company Cars Purchase / Maintenance – Obtain quotes for the cars required and negotiate best discounts on total billing as well as accessories, ensure that all the vehicles are well maintained by getting the service and repair jobs done on time, tying up contracts with authorized service stations for fuel.

· Car Rental Agencies and Hotels - Tie up with Car Rental Agencies for obtaining cars when required at short notice, negotiate rates with Hotels to make hotel reservations for Guests / booking of Halls & Conference Rooms for Conferences and Seminars.

· Telephones (Office/Residence) – Obtain telephone connections / mobile phones, lodge complaints, etc. for Management Staff.

· Couriers / Dispatches – Obtain quotes and enter into an agreement with courier companies / ensure couriers and dispatches are done on a regular basis.

· Supervision of junior staff.

I have also worked for the following companies.

Overseas Experience:

Oct. 1989 – Aug. 1998 worked in Dubai for organisations such as:

McDermott International Inc. 
ITC Global Holdings Pte Ltd. 
Jebel Ali Port Corporation  
CKK Middle East 
Experience in India:

May 2008 to July 2009
Merchant Group of Companies, Mumbai

July 2000 to April 2008
Osian’s – Connoisseurs of Art Pvt. Ltd., Mumbai
Oct. 1998 to Jan. 2000
Modicom Network Limited, Mumbai.

Nov. 1984 to Sept. 1989
Deutsche Bank AG. Mumbai. 
June 1979 to Oct. 1984     
Jadwet Trading Company, Port Blair. 
Strengths:

Pleasant disposition, Commmunication skills, Ability to work under maximum pressure, Coordination, Maintaining high confidentiality rating, Assertiveness, Perseverance, Professionalism, adaptable to change, highest degree of integrity.

* * * * *

