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ABOUT ME


A responsible position in a progressive organization, which could provide me with a challenging opportunity for organizational growth involving various secretarial, administrative and PMO skills.





Having 15 years of experience in the field of Secretarial, Office Administration and Project Management Office Coordinator.











Experience








CV NO 405589


EXECUTIVE ASSISTANT








.





Etisalat: April 2015 till date


Reporting to the Chief Corporate Affairs Officer 





Key Responsibilities as an Executive Assistant





WORK HISTORY





Effective handling of CCAOs Office for Diary Management for internal and external meetings, making reminders, keeping a record of actions and deadlines. 


Prepare all travel arrangements as required and act as key liaison for travel / Hotel arrangements for CCAO Office & his Direct Reports.


Provide a high level of administrative support, deal with correspondence and reports, drafting minutes of meetings as required, presentations, e-mails etc., in a professional manner.


Manage incoming visitors, mails, telephone calls, determining their priority and redirecting them if appropriate.


Maintain office supplies; controlling correspondence; designing organized filing systems; reviewing and approving supply requisitions; assigning and monitoring clerical functions. 


Review, follow up and record all the departmental approval requests.


Preparing weekly dashboard (capturing all the activities for CCAOs easy attention).


Act as a point of contact among executives, employees, clients, vendors and other external partners. 


Managing CCAO's office protocol & welcoming process for the VIP's Guests


Assisting in annual budget preparation; scheduling expenditures; analyzing variances; initiating corrective actions.


Manage and maintain organization distribution list and support cross-organization communication and events.


Keeps management informed by reviewing and analyzing special reports; summarizing information; identifying trends.


Arrange and cater for Departmental Meetings, Training programs & Etisalat events.





ETISALAT 


Regulatory Affairs, Dubai UAE. 


April 2015 to Present.





PRIME TECHNOLOGY 


Maintenance, Dubai UAE.


February 2013 to March 2015.





ETA-ASCON 


Operations, Dubai UAE. 


March 2008 to January 2013





EMCEE TELECOM Ltd 


Accounts, Chennai India.


May 2005 to January 2008.





EDUCATION





Bachelor Degree in Corporate Secretaryship.


University of Madras, India


(2005 to 2007).





Diploma in Computer Application.


Higher Grade. 2005.





Typewriting 


Higher Grade. 2003








Key Responsibilities as Project Management Coordinator 





Manages programs/projects portfolio, project dashboard and reports to senior management


Assist technology leads and project managers in managing a large portfolio of programs and projects to prepare comprehensive action plans, including resources, timeframes, and budgets for projects.


Work Plans: lay down detailed schedules of activities, milestones, and deliverables of the project team, and identifies the resources available


Communication Plan: Establishes the protocol, procedure, and methods to communicate project information and issues among members of the team


Contributes to the flow of communication within the team, by actively conducting team meetings to discuss and follow up the status of KPI’s, practices and their implementation plan, staff and perform other related duties as required by superiors


Governance Plan: Identifies the roles and responsibilities of each member of the project team


Work Breakdown: Structure defines the specific deliverables due from each team member, at each stage of the project


Tracking: Measure the KPI’s, tracking & getting open actions and hotspots discussed and closed with respective teams. 


Manage and track program/project priorities and ensure continued alignment with corporate strategies and objectives


Collecting Program Status Information, an update cycle of work plans, issues and changes, collected from project leads at routine intervals, usually every two weeks


Program Charter: Provides an overall vision of the program goals and objectives to the team members


Prepare presentation of business services activities; performance achievements to higher management, all presentation was prepared in time


Coordinate with the team to obtain the investigative report, audit reports, etc., and prepare the dashboard to higher management. 


To ensure that the overall target KPIs for Functional & Program are achieve on a monthly basis.


Responsible for Preventive Maintenance, coordinate and follow up with the team and with the respective SPOCs to obtain PM compliance report, snags clearance and prepare PM trend analysis, fault analysis, PM dashboard on monthly basis to the higher management


Risk Analysis: lists out potential problems and chances of deviance from the project methodology, the probability of such occurrences, the possible impact, and possible solutions 


Provided timely project status updates to CCAO








Excellent


Excellent








Ability to Work Under Pressure 





Communication 


Excellent








Communication 





Communication 


Excellent

















SKILLS 





Advanced


Excellent








Decision Making





Communication 


Excellent








Advanced


Excellent








Time Management





Communication 


Excellent








Excellent


Excellent








Self-Motivation 	





Communication 


Excellent








Advanced


Excellent
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Team Work	





Communication 


Excellent








Excellent


Excellent








Leadership 	





Communication 


Excellent








Excellent


Excellent








Personal Dossier 





Nationality:                 Indian





Date of Birth:              19.04.1983





Marital status:            Married 





Languages known:     English & Tamil





Driving License:          UAE Driver’s


		   License (Light vehicle)





Key Responsibilities as Personal Assistant	





Prime Technology: February 2013 to March 2015.


Reporting to the General Manager, Maintenance














Administrative support for project managers


Collating and reporting project status to senior management


Managing project documentation (including risk registers, schedules, incident logs etc)


Manage & monitor the flow of business for the GM Operations Office; screening incoming visitors, mail and telephone calls, determining their priority and redirecting them if appropriate. 


Manage GM Operations diary for meetings and other commitments to ensure a controlled program of events, and ensure that all relevant papers are available for meetings in good time.


Provide a high level of administrative support to ensure efficient completion of business by the GM’s office. Deal with correspondence and reports, work from drafts and minute meetings as required.  Preparing weekly agendas and papers for the GM well in advance.


Taking minutes, dictations, typing letters & memos to Head Office, Branches, various Heads of the Department and as well as external parties relating for GM’s Office. 


Set up and maintain the filing systems to ensure accurate and speedy retrieval of required documentation.


Monitor and manage the administrative budgets to ensure variances are highlighted on which action can be based.


Exercise regular site visits





ETA-ASCON: March 2008 to January 2013.


Reporting to the General Manager, Operations





Key Responsibilities as a Secretary 








Arrange meeting with Client, Consultant and Sub-contractors 


Attending tender committee meetings and preparing minutes of meeting


Preparing and maintaining detailed Tender list


Receiving Tender invitation and send Expression of Interest to appropriate Client 


Preparing Tender queries, clarification, memos and letters


Responds to queries & clarification from Client with advice of appropriate persons 


Coordinating the activities of all other relating to tender works.


Maintains total confidentiality of all matter relating to the tender 


Preparing Bill of quantities through customized software (Candy Construction Software)





Key Responsibilities as an Accounts Assistant








EMCEE Telecom LTD: May 2005 to January 2008.


Reporting to the Accounts Manager














Preparing MIS Reports as per management requirement 


Maintaining entire books of accounts in computerized networking environment.


Preparation of Monthly Banks Reconciliation Statement


Submission of Weekly Financial Reports


Preparation of yearly Trial Balance, Profit & Loss Account & Balance Sheet Statements


Management of Accounts Receivables including realization of debts, follow up and collection of funds


Preparation of Monthly Accounts Statements 


Preparation of Invoices, Day book, Ledgers


Maintaining Cash and Bank vouchers














