NAME:
JITENDER (Native: Uttarakhand, Northern India)
JITENDER.47091@2freemail.com 

CURRICULUM VITAE

EDUCATION AND PROFESSIONAL LEARNING

2015:
MBA (Operations) SMU (Distance learning), Delhi
1996:
B.A. (Pass), Delhi University, India

1996:
Secretarial Practice course (Shorthand & Typing), Lilly Commercial College, Delhi, India

1996:    
Short Term Computer Course (Ms-Office: Word, Excel, Power Point etc.), Newgen, Delhi, India

KEY COMPETENCIES

· Organizational and planning skills

· Communication skills

· Information gathering and information monitoring skills 

· Problem analysis and problem solving skills 

· Judgment and decision-making ability

KEY EXPERTISE

Executive Secretary, Executive Assistant, General Administration & Operations
TOTAL EXPERIENCE

15+ years accumulated wealth in different industries & sectors i.e. Medical Equipment Manufacturer, Civil Contracting, Retail (Trading), Power & Infrastructure and Project Management which includes 8+ years overseas (Middle East & Africa) exposure.

EXPERIENCE SUMMARY
Provided support to Sr. Management Personnel by conducting calendar management, meeting coordination, travel arrangements, scheduling for internal & external staff training, mail processing, correspondence and client interface.
Secretarial functions including drafting / preparing correspondences, reports, spreadsheets, power-point presentations, correspondence, tendering, proposals etc.

Coordinating all project activities & plans to ensure availability of services and staffing to meet goals and objectives of the Technical Team.

Possess technical proficiency in operating copiers, printers, fax machines, computers and software including MS Office (Word, Excel, Power-point) and net surfing.
Leading a team of document control responsible for managing documents and Track Company document as well as ensures their accuracy, quality and integrity. Guiding for scan, image, organize and maintaining documents adhering to the company document procedures and archiving inactive records in accordance with the records retention schedule. Analyzing and presenting documents and figures to the management for reconciliation and speedy approval with timelines of data records such as RFI, JSI, WIR, NCR, MS, Submittals etc. Create templates and log sheets for tracking document data.
Administrative expertise in supply purchasing, processing of journal subscriptions and organizational membership fees, file management and storage, phone and personal reception etc. Administrative and secretarial duties with wide latitude for exercising discretion and judgement. Day-to-day personnel administration, coordinate with management. HR, for all recruitment, attendance & payroll activities. Devising and maintaining office systems to deal efficiently with paper flow. All the general administration by individually making arrangements for conference, seminar, corporate parties, delegates / dignitaries stays, logistics, event management, vendors development, Day-to-day purchases etc.

Ability to follow complex instructions.
EMPLOYERS
Mar-13 - Present

Turner Project Management (I) Pvt. Ltd., Delhi, India, Administrative Assistant
Sep-10 - Feb-13

CLP India Ltd, Jhajjar- Haryana, India, Executive Assistant to Project Director
Mar-08 - Aug-10

Lanco Infratech Limited, Gurgaon, Haryana, India, Executive Assistant to CEO

Jul-07  - Feb-08

Arabtech Const. LLC, Abu Dhabi, UAE, Executive Secretary to Project Director
Jun-06 - Jun-07

Austen Group, Parkland, Nairobi, Kenya, Personal Assistant to Chairman 
Jan-05 - May-06

Arabian Construction Co, Abu Dhabi, UAE, Executive Secretary to General Manager

May-02 - Dec-04

Rigid Construction Group, Sharjah, UAE, Executive Secretary to Managing Director
Jan-96 - Apr-02

Usha Drager Limited, New Delhi, India, Personal Assistant to GM 
GENERAL EXPERIENCE 
· Read and screen incoming correspondence and reports, make preliminary assessment of the importance of materials and organize documents, handle some matters personally and forwards appropriate materials to the executive and staff.

· Compose letters and memoranda in response to incoming mails and calls.

· Prepare agenda and collect materials for meetings, speeches, and conferences; take minutes and keep records of proceedings as required.

· Prepare itineraries; prepare and compile travel vouchers, maintain all travel records. Perform related work as assigned.

· Preparation of tenders, quotation, proposal from initial stage of inquiry receiving to submission.
ADMINISTRATIVE

· Administrative and secretarial duties with wide latitude for exercising discretion and judgement. Organizing Conferences, Seminars & Corporate Parties alongwith allocation of office boy / drivers / security staffs. Assisting HR for all recruitment activities. Coordinate with recruitment agencies of various countries for direct recruitment. Advertise in newspaper or contact local agencies. Visa processing activities of all employees / visitors. Submittal of labour contract / residence visa applications to obtain visa stamping / work permit. Monitoring the expire status of visa / work permit / passport / licenses / registration / gates passes etc. 
SUPPORTING 

· Liaisoning with clients, suppliers and other staff. Standing in for the manager and making decisions and delegating work to others in their absence. Devising and maintaining office systems to deal efficiently with paper flow.

· Follow up with sales persons for various aspects of orders. Interaction with regional offices for various aspects. Collecting bid documents from client’s / consultant’s office. Thoroughly reading the documents. Highlighting the major points. Compilation of bid according to bid requirement. Individually preparing quotation and sending to client / customers. Preparing pre-qualification bid according to the customer’s requirements. Sending enquiries for competitive rates to different manufacturing units / vendors etc. during the tendering stage as well as at the time of project execution. Direct interaction with the foreign principals for pricing and discount structure. Payment collections follow up with site engineers. Documentation for dispatching goods / material according to the requirement of sites with coordination of store.

