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RAVEESH
EXECUTIVE SECRETARY / PA / OFFICE ADMINISTRATOR / DOCUMENT CONTROL
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CAREER SUMMARY

A seasoned and accomplished professional with 13 + years of rich experience, who possesses a considerable amount of knowledge regarding Administrative and Secretarial functions.

Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment.

Adept in maintaining a professional & positive demeanor, regardless of the situation.

I am looking for a career advancement opportunity with a company that will allow me to develop my skills & potential.

	AREA OF EXPERTISE
	
	
	
	

	
	Administration
	
	Secretarial Functions
	
	Travel Management

	
	Marketing Activities
	
	Minutes Making
	
	Filing and Documentation

	
	Appointments & Meetings
	
	Managing Communication
	
	IT Skills

	
	Reception Support
	
	Facility Management
	
	Housekeeping

	
	Security Management
	
	Calendar Management
	Data & Diary Management

	CAREER HIGHLIGHTS
	
	
	
	

	Home & Land Planners LLP. Chandigarh, India
	
	(Since May 2018)

	Management Coordinator
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Responsible for assisting with sales/marketing team advertising campaigns.

Coordinate and plan company social events that take place during and after business hours. Managing the daily/weekly/monthly agenda and arranging new meetings and appointments. Preparing and disseminating correspondence, memos and forms.

Supporting and facilitating the completion of regular reports, Document expenses and hand in reports

Maintaining a filing system, updating contact information of employees, customers, suppliers & external partners. Making travel arrangements for Senior Management.

Managing the schedule for conference and meeting rooms, ensuring that executive meeting needs are always met Maintaining the stock levels for office & break room supplies.

Liaising with facility management vendors, including cleaning, catering and security services Plan in-house or off-site activities, like parties, celebrations and conferences

Managing office services by ensuring office operations & procedures are organized, correspondences are controlled, filing systems are designed, supply requisitions are reviewed and approved and that clerical functions are properly assigned and monitored

Supporting other teams with various administrative tasks (redirecting calls, disseminating correspondence, scheduling meetings etc.)

Improving processes and mentoring the operational team on housekeeping, safety and security operations daily.

Overseeing implementation of the assigned works & activities ( House keep, Travel, Pantry, Transport, Postal, Security)
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Chandigarh Citi Center (The Biggest 4-in-1 Business Destination), Zirakpur, India. Sr. Executive Assistant to Director



(Dec 2015 – April 2018)

Ensured the MD/Director’s is fully briefed on, or prepared for any engagement, meeting with all necessary documentation and information and conducting weekly diary meetings with the MD/Director’s on the same.

Managing all forms of incoming and outgoing communication (phone calls, emails, faxes, etc.) on behalf of the MD/Director’s and advising the MD/ Director’s to consider the matters requiring personal attention, with associated deadlines, and preparing relevant documentation.

Preparing complex travel itineraries, arranging travel and accommodation and, occasionally, travelling with MD/Director’s to provide general assistance during business trips.

Manage all the MD/Director’s administration including filing, photocopying, and expenses.
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RAVEESH

Assisting or preparing presentations, preparing letters, reports, executive summaries, newsletters, correspondences, taking minutes and dictations or to provide any other general assistance during presentations;

Finding out important events and functions MD/Director’s should be aware of and may want to attend including meetings, outings, exhibitions and conferences (both local and international).

Organizing meetings & event management, coordinating of agenda papers for Management level meetings.

Liaise with departmental and corporate staff and with other organizations and associations on behalf of the MD/Director’s Assisting in other official or personal tasks and errands as they may be assigned

May be required to perform other ad-hoc tasks as required that may be deemed necessary.
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Joshi Auto Zone Pvt. Ltd. Mercedes-Benz, (Passenger Car Provider), Chandigarh, India.
(July 2011- Dec 2015)

Executive Assistant to Managing Director

Accountable for providing administrative and secretarial support to Managing Director.

Screening telephone calls, inquiries and requests, reviewed incoming email, faxes and letters and organized and maintained diaries and make appointments.

Produced documents, briefing papers, reports and presentations, carry out background research and present findings into subjects the manager is dealing with.

Record, compile, transcribe and distribute minutes of staff meetings.

Regularly stand in for the manager, making decisions and delegating work to others in his absence.

Minutes of Meetings taking, preparation of agendas and distribution of material to various committees and boards. Managed internal staff relations and Coordinate the flow of information both internally and externally.

Resolved administrative problems and inquiries.

Liaise with various government departments (related to Administration only) and regulatory agencies like Fire Department.

Supervised various vendors to ensure quality services in areas such as Housekeeping, Plumbing, Carpentry, Civil & Canteen.

Responsible for maintenance and upkeep of building, office premises and its belongings (such as glass exteriors), making the travel arrangements for employees, guest, outstation candidates as and when required.
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Khurana Law Agency Pvt. Ltd. (Law Books Publisher & Book Sellers) Chandigarh, India.
(June 2005 - July 2011)

Personal Assistant cum Administrator to Managing Director

Devised and maintained office systems to deal efficiently with paper flow, organizing and storing paperwork, documents and computer-based information, arranging travel and accommodation and, occasionally, traveling with the manager to take notes or dictation at meetings and provide general assistance during presentations.

Provided wide range of administrative and clerical duties for various levels of the Fidelity Management team.

Managed all administrative facets of Operations Unit including electronic coordination and scheduling of travel, conference/meeting scheduling, special projects, report creation, calendar management and research and ordering of office supplies for the office.

Provided administrative support to the management staff members and managed quality and cost control.

ACADEMIA

Graduation in Arts (With Sociology) from DAV College, Sector 10, Chandigarh (Affiliated to Punjab University).

Post Graduate 1 Year Diploma in IATA UFTA Air Fare & Ticketing Course (Certification from Montreal, Canada) from Kouni Academy, Chandigarh. (A Switzerland based company).

COMPUTER PROFICIENCY

Proficient in Operating Windows, MS Office including Word, Excel, Power Point, Outlook & Accounting Package. Proficient in E-mail communication and good typing speed.

Stenography – Proficiency in Shorthand. 100 WPM. 40 Trans. WPM.

PERSONAL DETAILS
Nationality Indian Date of Birth 11 Sept 1983 Married Visit Visa raveesh-400784@2freemail.com 0505657275 
Reference: Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com 0504753686 feedback@gulfjobseeker.com 

