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PROFESSIONAL OBJECTIVE
To work in a professional environment and achieve quality results in the most efficient and systematic way.
MAJOR STRENGTHS
· Organized, focused, analytical, systematic & hardworking. 
· Strong interpersonal and communication skills. 
· Works with minimal supervision, prioritizes work & believes in the importance of achieving excellence within the required parameter of time, cost & quality. 
· Able to handle work pressure. 
· Experience working with SAP, Ariba (P2P) and well versed with MS Office. 
PROFESSIONAL EXPERIENCE
1. Worked with Al Futtaim Motors LLC – Toyota & Lexus [Dec 2012 till October 2017] Executive Secretary -Reporting to General Manager –Sales & Marketing 

· Provide complete secretarial support to the office of the GM and the larger team (consisting of 12 members). 
· Coordinating with the principle company –Toyota Motor Corporation with regard to arranging of visits, preparation of itinerary, hotel booking, visas and various other requests. 
· Arranging for the associates for meetings, trainings, arranging for visa and all other formalities with regards to International travel for the GM and the team. Well versed in travel arrangements (inbound and outbound. 
· Acts as liaison between the GM, direct reports, Group company members and Principals by acting independently with the right directives, and assignments and thereafter a rigorous follow up on the status of assignments. 
· Prepares agenda and collects materials for meetings, presentations, and conferences; takes minutes and keeps records of proceedings . 
· Work independently and ensure the daily routine work is completed along with maintaining an up to date calendar. 
· Ensure confidentiality. 
2. Worked with Al Futtaim Motors LLC [Oct 2007 till Nov 2012] 

Executive Secretary -Reporting to General Manager –Sales Operations –Motors
As a Secretary to General Manager, my responsibilities at Al Futtaim Motors are:
· Provide administration and secretarial support to the General Manager as well as to other employees. 
· Co-ordinate travel arrangements and forward on any relevant documentation. Preparing all travel, entertainment and petty cash reports. Assist in the organization / roll-out of projects . 
· Preparation of Purchase orders, requisitions and perform all subsequent administrative processes. 
After leaving the Al Tayer Group, was on temporary jobs for 1 year
3. Worked for Al Tayer Group LLC for one year [Feb 2005 – Dec 2005]
Executive Secretary -Reporting to Group - General Manager in Business Development
· Handling the GM’s office independently for all day to day activities. 
· Preparing all travel, entertainment and petty cash reports. 
· Organizing business itineraries, handling complex travel arrangements, along with organizing social functions and official seminars when necessary. 
