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Executive Summary
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Experienced professional with multirole capabilities and 18+ years of professional experience specializing in Executive Secretarial and Office administrative support services, out of which 13+ years in the oil & gas sector.
Strengths:
Strong Analytical, Problem-solving, Organizational and Coordination skills. Strong Interpersonal & effective communication skills. 
Attention to detail and high level of accuracy. Effective written communication skills. 
Ability to work independently productively and efficiently with minimum supervision or as part of a team. 
Proficient in Word, Excel, Power Point, Visio and Microsoft Outlook 
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Bachelor of Arts (BA-English)- Calicut University – Kerala, India 
Pursuing Executive MBA in Human Resource Management (Under Govt. Of India / British Council). (Completion January 2013). 
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 Trainings- Seminars
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Internal Quality Auditor – Certified by BVQi / IRCA UK- Bureau Veritas Quality International, Dubai - United Arab Emirates 
Certificate of proficiency in Information Systems from Aptech Computer Education, India Completed course in secretarial skills, typing, and business writing. 
Attended Training for Advanced Executive Secretary & PAs conducted by the Institute for International Research (IIR) 
Attended Corporate Strategy Development workshop with Harrington Group Participated in the Change Management workshop with Stromberg Consulting Attended workshop on Presentation Skills conducted by Knowledge Horizon 

Experience Snapshot

Executive Assistant – Engineering & Construction
June 2011- Present
Maritime Industrial Services Co. Ltd. Inc.(MIS), Sharjah, UAE (MIS is a diversified engineering and contracting group providing a broad range of products and services to the energy sector. Currently MIS is a subsidiary of Lamprell Group.)
Personal Assistant to the President
Mar. 2007 to May 2011
Maritime Industrial Services Co. Ltd. Inc.(MIS), Sharjah, UAE
Executive Secretary
Sep. 2004 – Feb 2007
Maritime Industrial Services Co. Ltd. Inc.(MIS), Sharjah, UAE
Operations Secretary
Mar. 2000 – Aug. 2004
Maritime Industrial Services Co. Ltd. Inc.(MIS), Sharjah, UAE
Receptionist
Apr. 1996 – Feb. 2000
Maritime Industrial Services Co. Ltd. Inc.(MIS), Sharjah, UAE
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Job Coordinator
Jan 1993 to Nov 1994
Pappilon Exports, India (Pappilon is one of the leading garment exporter, India)

PROVEN JOB ROLE

Executive Assistant
Performing various executive and administrative support duties including handling sensitive and confidential information with utmost efficiency. 
Reviewing daily time sheets, travel requests, and hire orders for the personnel reporting to the Vice President 
Making travel arrangements and preparing itineraries, as well as preparing, compiling, and maintaining travel records and vouchers. 
Interacting with senior level client contacts. 
Tracks office supply inventory and approves supply orders 
Management of all support services for the entire office to ensure smooth running with minimal disruptions. 
Facility Management including maintenance works, hygiene services and setting up new offices 
Managing an extensive executive diary, calendar and travel requirements, including the organization of internal and external meetings, as well as the attendance at meetings, presentations, conferences, and workshops along with the management team. 
Liaise with foreign consulates for business visas. 
Personal Assistant to the President
Supporting the President in the management of output, work flow, and office deadlines with the production of documents, briefing papers, reports, and presentations. 
Reviewing daily time sheets, travel requests, and hire orders for the personnel reporting to the President. 
Coordinate and organize internal and external meetings, presentations, conferences, and workshops along with the management team and circulate meeting agendas and materials 
Provide full administrative support and backup for the President and other executive management members. 
Preparing memos and letters as required by top management. 
Conducting Internal audits to meet the internal audit requirements as per ISO standards Compiling articles for Company news letter 
Plan and implement office systems, layout and maintaining supplies of stationery and equipment; maintaining the condition of the office and arranging for necessary repairs. 
Maintains office services by organizing office operations; controlling correspondence; reviewing and approving supply requisitions; assigning and monitoring clerical functions 
Executive Secretary / Operations Secretary
Provides administrative and secretarial support to the Executive Vice President & COO and other Senior Management 
Receiving and screening visitors and incoming calls, determining priority matters, and providing alert messages accordingly. 
Review incoming and outgoing correspondence, initiates replies as appropriate, routes matters requiring action by staff and follow up to ensure actions are completed 
Researching, compiling, assimilating, and preparing sensitive and confidential documents, and briefing executives regarding the content. 
Making travel arrangements and preparing itineraries, as well as preparing, compiling, and maintaining travel records and vouchers. 
Organizing Office Events, annual get together and other company events. 
Preparation and Support of Marketing Events in cooperation with the company departments / divisions 
Liaise with foreign consulates for business visas. 
Assisting the QA Director in preparing Quality Assurance Manual and company procedures for certification of ISO 9000 
Receptionist
Responsible for Front Office 
Receive, direct and relay telephone messages and fax messages Greet and assist visitors 
Maintain the general filing system and file all correspondence 
Assist in the planning and preparation of meetings, conferences and conference telephone calls 
Respond to public inquiries 

Job Coordinator
Responsible for costings, coordinate with the supplier , organize materials, arrange inspection and overall follow up of the job 

Personal Details


