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	 OFFICE MANAGER / PERSONAL ASSISTANT / EXECUTIVE SECRETARY 


Career Objective: 
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Looking for an assignment that offers the scope to fully exploit my skills which contribute to the organizational goals and thereby further broaden my working knowledge in the areas not commonly encountered in the industry. 

Academic Qualifications:
Bachelor of Commerce

Technical Qualifications:
Shorthand English Intermediate 

Typewriting English Higher 

Computer Proficiency:
MS Word, Excel, Power Point & Outlook. 

Knowledge in Project Management Software:

VBC & ACONEX
Experience:      Abroad 09 Years (UAE) 

                           India      12 Years
1) Organization 
:
M/s. Consolidated Contractors Company, Abu Dhabi, UAE. 

Position         
:  
Office Manager-Cum-Executive Secretary
Period           
:    
Feb-2007 to Till Date
Reporting to  
:    
Project Director / Project Manager
Client
  
:    
Abu Dhabi Polymers Company Limited - Borouge
Project          
:    
Ethylene Cracker Unit-2 & Unit-3. & N3 Project



Presently ADMA NFFD-P3 Das Island Project.
Responsibilities:
· Composing emails, business letters and reports and preparing spread sheets.

· Schedules appointments and meetings for executives and upper level staff.
· Setting up conference rooms and meeting rooms.
· Interaction with Client and in-house departments.

· Interface between management team and the client base

· Confident in handling multiple tasks. 
· Create, and transcribe and distribute meeting agendas and minutes of meeting
· Collate reports and statistics for the office.

· Oversee all office administration matters.

· Coordination with HODs and Departmental Staff.

· Coordinate and Organize Directors’ schedule.

· Able to write compiling business correspondence.

· Arrangement of offices and office set up.

· Arrangement of office supplies and replenishing the stock.

· Execution of travel plans.

· Diary Management.

· Maintain leave management system.

· Greeting visitors and directing to appropriate offices.
· Filing important documents in appropriate places in a timely manner.

· Extremely discreet in handling complex and sensitive information.

· Excellent time management skills.

· Implementing various systems and procedures.

Exposure in Sub-Contracting Coordination Works:
· Preparing sub-contracts plan as per project requirement. 

· Issuing Tenders to all relevant technically qualified Sub-Contractors.

· Assisting Management in opening Tender Bid Analysis.

· Preparing Comparison statement for bidding sub-contractors for Management approval.

· Issuing Letter of Intent to the approved Sub-Contractor followed by a sub-contract agreement.

· Sending formal letters to disqualified Sub-Contractors.
Exposure in Document Controller Works:
· Create Document Control and correspondence folders for individual projects.

· Scanning and uploading all documents by giving traceability numbering system.

· Responsible for maintaining hard copy information.

· Issuing and distributing controlled copies of information.

· Provide advice on procedures of issue methods in accessing the system.

· Ensuring all documents are up to date within electronic filing system.

· Ensure all templates used with the department conform to the Company standard.

· Issue all outgoing documents a through transmittal with unique alpha/numeric identification.  

· Maintain filing systems for the identification, traceability and retrieval of documents.

· Make void the old revision documents and maintain these documents for future reference purpose.

· Maintain at all times a whole and complete control copy of project documents.

· Receiving documents and drawings from Contractor’s DCG and checking correct revisions as per incoming transmittals.

· Inputting in system (VBC) and preparing transmittals and distribute to all departments heads as per Distribution Matrix.

· Preparation of final documentation as per contact and client requirements.

  2)  Organization 
:
M/s. Coromandel Paints Limited, India. 

 Position         
:  
Executive Secretary-Cum-Personal Assistant
 Period           
:    
Jan-2004 to Jan-2007
 Reporting to  
:    
Executive Director

 Company
:
Manufacturing Unit
Responsibilities:

· Handle routine correspondence independently. 

· Supervising activities of the Time Office.

· Co-ordination with placement/recruitment agencies for external advertisement of vacancies / openings in the organization.

· Screening Resumes and forwarding to HOD

· Schedule, organize and conducting preliminary Interviews and hiring employees that will benefit for the Company.
· Provides aid to employees in matters involving performance as well as discipline.

· Work closely with departments to understand and implement HR Policies and Procedures.

· Maintain records relating to staff. 

· Provides administrative support to the departments.

· Assists decorating and posting all the necessary information in the bulletins and newsletters.

· Co-ordinate functions like Safety, Security, Housekeeping, Hygiene and Environment.

· Supervise support staff.

· Distribution of business emails to the concerned. 
· Internet concepts.

3)   Organization 
:
M/s. Marshall Corporation Limited, India.
Position         
:  
Executive Secretary-Cum-Personal Assistant  
Period           
:    
Mar-1998 to Jan-2004
Reporting to  
:    
Managing Director
Company  
:    
Marine Products Exporters & Hotel Industry

Responsibilities:

· Handle office routine & business correspondence.

· Prepare and analyze data in required format.

· Initiative in follow up actions.

· Oversee the flow of all communication matters. 

· Maintain Cash Book.

· Preparation of Bank Reconciliation Statements.

· Preparation of Cash Flow Statements.

· Provides comprehensive administrative support where needed.

4)  Organization 
:
M/s. Alu-fluoride Limited, India.
Position         
:  
Executive Secretary  

Period           
:    
Feb-1996 to Mar-1998
Reporting to  
:    
Managing Director

Company
:
Manufacturing Unit

Responsibilities:

· Handle office routine & business correspondence.

· Ability to work on own initiative.

· Initiative in follow up actions.

· Communicate with internal colleagues to disseminate relevant information.

· Able to adapt quickly to constantly changing priorities.

· Confident to communicate effectively with contacts at all levels.

· Contributed in Establishing filing system.

· Etiquette over phone calls.

5) Organization 
:
M/s. Bhagheeratha Electricals & Structurals Ltd., India.
Position         
:  
Secretary 

Period           
:    
Dec-1992 to Jan-1996
Reporting to  
:    
Assistant General Manager
Client  

:    
M/s. Hindustan Shipyard Limited

Project
  
:    
Offshore Platform Works

Responsibilities:

· Routine office secretarial duties.

· Processing outgoing post.

· Replenishes office supplies as needed.

· Maintaining a clean and tidy office.

· Etiquette over phone calls.

· Contributed in Establishing filing system.

Skills & Abilities:
Possess stress and time management skills.

Possess strong focus for detail and follow up.

Possess excellent listening skills.

Possess strong interpersonal, organizational and co-ordination skills.

Personal Characteristics:
· Energetic personality

· Demonstrate sound work ethics

· Analytical and logical thinker
· Persuasive and convincing communication style.

· Respectful,  Honesty and trustworthy

· Flexible and enthusiastic

· Helping and caring for people

Leadership Skills:
· Communicate at all levels.

· Calmly resolve conflicts.

Personal Details:
Nationality
:
Indian

Gender

:
Male

Marital Status
:
Married

Date of Birth
:
22-June-1967

Languages
:
English, Hindi, Telugu & Working knowledge of Arabic
I hereby declare that the above mentioned particulars are true to the best of my knowledge and belief.
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