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JESINTHA
JESINTHA.157491@2freemail.com 
 
                 Personal Profile
	· Highly motivated, results-driven, and experienced Department Secretary/ PA COO, with a successful background and proven record in achievement for office & administrative operations. 

· Experienced in working in fast-paced, high volume environments.
· Exceeds expectations for management & customer service delivery, with attention to detail, and ensuring minimal financial impact at management & corporate level.

· Enjoys being part of, as well as managing, motivating and training, a successful and productive team, and thrives in highly pressurized and challenging working environments.


Key Skills & Languages
· Planning, development and implementation of new concepts.

· Detailed and meticulous management of projects. 
· Troubleshooting with good overview of interdisciplinary coordination.
· Multi cultural team building, development & management.
· Multi-tasking. 
· Computer literate with excellent keyboard skills. MS Word, Excel  & Spreadsheets, Power Point
· Fluent in English, Malay. Basic Mandarin, Tamil & Arabic
Professional Experience
Department Administrative/ Executive Assistant




2013-Present      

Dragon Offshore Industries Ltd. (Oil & Gas)                                                             Hamriyah Free Zone - UAE 
· Handling of all Administrative and Secretarial duties.
· Responsible for internal communications content delivered within the organization through correspondence, emails, memos, etc. composing and preparing correspondence that is sometimes confidential.

· Managing an active calendar of appointments.
· Arranging travel plans, itineraries, and agendas. Booking of meeting rooms.
· Prioritizes conflicting needs; handles matters expeditiously, proactively, and follows-through on projects to successful completion, often with deadline pressures.
· Maintaining filing systems of all contracts, invoices, and payment vouchers. 
· Liaison with relevant parties pertaining to contracts & coordinate with owners, clients and suppliers.
· Scheduling meetings with Clients/Suppliers and to coordinate with all departments prior to scheduling all meetings.
· Keeping records of minutes of meeting with Clients / Consultants. 

· Management & overseeing, liaising with host nation governmental departments for visa/residency process, screening of new candidates, induction training & orientation to maintain staff manning levels in excess of 95% in line with corporate production/manning requirements. 
· Responsible for the development of Key Performance Indicators (KPI's), job descriptions for all posts, monitoring of employee performance & timely preparation of annual appraisals for in excess of 800 staff.
· Determine staff planning needs & inform higher management of key area staff shortages, arrangement of PR and recruiting drives to replenish shortfall.
· Arrangement, planning & scheduling of practical travel solutions for senior management, sales staff & new employees, to meet business requirements within corporate pricing strategy, reducing costs in excess of DHS 100K.
· Coordination of staff details, timekeeping and incremental pay with finance department & handling of confidential information, under direction of senior management for the award of staff bonuses. 
· Organisation & collation of information for of all daily, weekly and annual financial reports and accounts, maintaining 100% accuracy for scheduled/unscheduled internal & external audit. 

· Responsible for the physical security, accountability and accuracy of departmental cash flow, maintaining appropriate documentation for all transactions and financial accountability purposes.
· Develop and cultivate customer relations, creation of business partnerships with local/international vendors & follow up on existing contracts and projects.

· Monitoring of daily performance & production goals of departmental sub-divisions, reporting progress to higher management.

· Supervision, motivation of office staff, daily management of clerical task & operations and maintain a positive outlook culture within department.
Marketing/Account Executive/Coordinator (1 Year Contract)


        2012 – 2013

Impact Advertising & Publicity (Advertising & Branding)                                                                  Sharjah - UAE 
· Responsible for the establishment and maintenance of lucrative business relations with both local and international customers.
· Plan, conduct in-depth research & development of marketing strategies, in order to capture new clients, increasing revenue by 54% within the financial year.                                                              
· Devised innovative systems of work to regulate project progress, to meet daily production goals and final completion within allotted time-line.
· Manage staff details, ensuring payroll, leave, personal details are maintained error free.
· Responsible for all routine secretarial office tasks, maintaining excellent time management to meet 

current  operational tempo.

· Coordination with vendors & suppliers to ensure timely delivery of materiel's, monitoring & inventory of current stock holdings.
Assistant Administrative Manager                  





2009 – 2012
Khalid & Gordon Mechanical Services (Ship Repairs & Marine Works)                                                  Dubai - UAE

· Development of company operational structure to meet demands & constraints of all customers, providing low cost efficient & professional services.

· Close liaison with IT department for the development, installation & implementation of efficient systems for HR related applications & software.
· Responsible for roadworthiness and maintenance of company vehicle fleet, totalling 23 assets, 

including recording of mileage, fuel consumption & licensing.

· Management of ship chandelling division, administering timely provision of stevedore manpower, foodstuffs & consumables to prevent additional port charges & demurrage fees. 
· Responsible for the identification of new candidates in the recruitment and selection process, with special emphasis on initiative, desire to learn, language skills and motivation.
· Assisted higher management in delegation of authority, assigning responsibility to all employees, ensuring staff received proper training & induction for each position, including safety training and company standard operating procedures. 
Secretary To Managing Director (MD)






2006 –2008  

Enkay International (General Trading)                                                                                                         Dubai – UAE

· Act as the MD point of contact with external clients, making arrangements for & hosting site visitors. 
· Provide executive-level administrative support to the MD, emphasising speed, accuracy, with the organising/prioritising work schedules.
· Coordination of projects & events exercising ability to improvise, improve procedures, and meet demanding time sensitive deadlines.
· Responsible for providing administrative support to management and coordinate various duties, as assigned by the Managing Director (MD).
· Coordination & organisation of meetings with the department leads, assisting in creation of new policies and plans & company’s objectives in meeting short term and strategic goals.
· Forster & preserve relationships with new & existing clients, to understand their requirements and contractual obligations. 
· Liaison between all impacted departments to ensure proper communications and reporting practices.
Education
· National Institute Of Commerce – Advanced Diploma In Business Studies (12/1987)

· St. Francis (Pre University) College (1986)
· GCE "O" Levels Completed (1980)

Nationality:    Singaporean
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