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OBJECTIVES:

To pursue a challenging career with a dynamic organization encouraging an individual’s potential for growth, where I can learn and improve my skills and use my full potential for the organizational and personal growth.

SUMMARY OF EXPERIENCE:

I have around 25 years of experience in the UAE and India as an EXECUTIVE SECRETARY / PERSONAL ASSISTANT, out of which 11 years 7 months in the UAE and 13 years 6 months in India.  Duties & responsibilities include short hand, typing, email, net surfing, filing, faxing, self correspondence, travel & hotel arrangements, logistics, staff related queries, liaising with bank, suppliers and clients, vehicle maintenance record, etc...
PERSONAL DETAILS:

DATE OF BIRTH

:
8TH NOVEMBER 1966

MARITAL STATUS

:
MARRIED

VISA STATUS


:
VISIT VISA
EDUCATIONAL QUALIFICATIONS:

	PERIOD
	NAME OF COLLEGE / SCHOOL
	MAJOR SUBJECTS

	1992
	SNDT WOMENS UNIVERSITY, JUHU, MUMBAI – 49 
	F.Y.B.A. as an external student.  Major subjects – Sociology, Psychology,  Physiology, History, English

	06/1972 to 05/1983
	ST. JOSEPH’S CONVENT, BANDRA (WEST) MUMBAI – 50
	All school subjects

	06/1983 to 05/1984
	BURNLEY’S COMMERCIAL COLLEGE, FORT, MUMBAI – 1
	Secretarial Course 

	EXPERIENCE:  IN UAE
	
	

	
	
	

	Duration
	Name of Company 
	Position / Duties & Responsibilities

	05/02/2000 till 27.10.2010
	GROUP OF COMPANIES, ABU DHABI / DUBAI

Last  positioned at their head office in Abu Dhabi namely M/s. INTERNATIONAL since 08/03/2010


	Worked as a PA / Executive Secretary to the CEO of the Group in Abu Dhabi

Worked as a PA / SECRETARY to the Director. 

M/s. Creative Glass Graphics, established in June 2003 and located at Al Quoz Industrial Area, Dubai, UAE until 5/12/2009
From 10/12/2005 to  26/11/2008 & 19/01//2002 to 31/01/2004 at M/s. CRYSTAL ARC FACTORY L.L.C., Dubai, U.A.E. as a PA/SECRETARY to the Managing Director.  

M/s. CRYSTAL ARC FACTORY is an ISO Certified hand crafted crystal factory based in Dubai, United Arab Emirates, since March 2001.

M/s. BIN SEDDIQ GROUP OF COMPANIES, ABU DHABI, U.A.E. as a PA / SECRETARY TO THE CEO from 02/02//2004 to 09/12/2005 & 04/02/2000 to 30/09/2001.

Bin Seddiq Group of Companies comprises of Al Mutawa Real Estate, Appolonia Dental Clinic,  Bin Seddiq International, Bin Seddiq Contracting & Maintenance, Falcon Chemicals L.L.C., Abu Dhabi Branch, IPCO Abu Dhabi, Crystal Arc & Creative Glass Graphics as mentioned above, True Vision and Burhani Glass Factory, located in Al Aweer, Dubai, 

DUTIES & RESPONSIBLITIES;

Shorthand, typing, self correspondences, faxing, emailing, filing, net-surfing, travel & hotel arrangements, visa formalities, staff related issues, vehicle maintenance, liaising with clients, suppliers and production staff, assigning duties to drivers, logistics, and all other office and administration duties as per company’s requirements.

	06/1998 to 31/01/2000
	M/s. TRADITION TRADING L.LC., Abu Dhabi, U.A.E.
	Worked as Secretary to the Managing Director.

Duties & Responsibilities:

Shorthand, typing, faxing, filings, liaising with clients and printers, arranging deliveries answering the telephones.

	24/02/1996 to 04/06/1996
	M/s. Boodai Trading Co., Abu Dhabi, U.A.E.
	Worked as Secretary to the Regional Sales Manager.

Duties & Responsibilities:

Shorthand, typing, filing, answering the telephones.

	16/07/1995 to 31/08/1995
	M/s. Mohammed Bin Masaood & Sons, Abu Dhabi, U.A.E.
	Worked as Secretary to the Advisor of the Company on Leave Vacancy.

Duties & Responsibilities ;

Shorthand, typing, filing, faxing.

	
	
	


 In india

	DURATION
	NAME OF COMPANY
	POSITION / DUTIES & RESPONSIBILTIIES

	02.12.2013 to 20.02.2014
	Group 7 guards (i) pvt. Ltd., 33 – a wing madhu estate, pandurang budhkar marg, worli, mumbai – 400 013
	Worked as a secretary to the CMD handling all secretarial work

	06.12.2010 25.11.2013
	CRYSTAL ARC CRAFTS PVT LTD., REAY ROAD, 
MUMBAI 10

Parent company CRYSTAL ARC FACTORY, DUBAI, UAE
	Worked as an Executive Assistant, handling the day to day administration activities of the company, checking emails, corresponding with the bank, handling petty cash, liaising with clients, suppliers and factory workers. 

All other office administration work as per daily requirement.



	01/12/1987 to 18/09/1995
	HOTEL HOLIDAY INN, JUHU BEACH, MUMBAI
	Worked as Steno-Secretary in the Personnel Department.

At times also worked for the Vice President / General Manager in the absence of his Secretary.

Duties & Responsibilities :

Shorthand, typing, filing, maintenance of employees files, at time in the absence of the timekeeper would attend to the Timekeeping Office, typing of function prospectus for the F&B Department, attending to employees cases (Like a mini court-room) in the presence of the Personnel Manager, Labour Officer, the concerned employee and his/her representative to type down the hearing and maintaining the respective file.


	01/11/1985 to 30//11/1987
	M/s. VULCAN ENGINEERS PVT. LTD., MUMBAI - 25
	Worked as s Steno-typist in the Sales Department.

Duties & Responsibilities :

Shorthand, typing, filing, telexing


	31/08/1984 to 28/02//1985
	M/s. THE BOMBAY OIL INDUSTRIES LTD., MUMBAI – 9 (NOW KNOWN AS MARICO INDUSTRIES)
	Worked as s Steno-typist in the Sales Department on leave vacancy

Duties & Responsibilities :

Shorthand, typing, filing, telexing


	15/06/1985 to 01/09/1985
	M/s. CAMLIN LIMITED, ANDHERI (EAST) MUMBAI 59
	Worked as a Steno-typist in the Art Material Division on leave vacancy

Duties & Responsibilities :

Shorthand, typing.


	14/03/1984 to 16/04/1984
	M/s. MUKAND IRON & STEEL WORKS LTD., KURLA, MUMBAI
	Worked as a Steno-typist on leave vacancy.

Shorthand, typing, audio-typing


