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	Strengths

	· Gained 18+ years’ experience in diversified industry
· Vigorous background in Travel & Diversified Industry

· Policies Implementation/Training & Development Skills
· Exemplary communications & Interpersonal Skills
· Proactive - Adaptable to Dynamic Business Scenario
	· Expertise in Office Management & Business Operation
· Technically astute w/ Power Max/SAP/Galileo/Saber etc.

· Strategic Planning & Business Development Skills
· Motivation & Relationship Building Capabilities
· Performance driven, Enthusiastic, Vibrant Personality
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Bachelor’s Degree in Science (Zoology) – University of Calicut, India.

Post Graduate Diploma in Secretarial Course – Vimalalayam, Kochi, India.
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Administrator – Alstom Middle East FZE, UAE 





Apr 2004 – Present

Executive Secretary – National Telephone Services LLC, Muscat, Oman


2001 – 2003

Personal Assistant– Associated with Dallah hospital, Riyadh, Saudi Arabia  


1997 – 1999

Executive Assistant – Associated with BPL Limited, India 




1992 – 1995
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· Gained 18+ years’ experience within diversified industry in UAE, Oman, Saudi Arabia and India in domains of General Administration, Secretary, Personal Assistant and Customer Service.

· Successfully completed various trainings such as Power Max and SAP ERP systems, Galileo, Saber and Worldspan GDS systems, UAE Certified First Aid officer Training, E-Learning Certificate in High Risk Activities, Ethics and Compliances.
· Acquired comprehensive and strategic understanding of Office Management, Travel Management, Business Correspondence, Preparing confidential reports including Performance Appraisals of the sales team, Arranging customer meet, Sales events, Preparing Monthly reports, Budgeting charts, Organizational set-up other Secretarial duties including filing etc.
· Displayed integrity and strong work ethic in maintaining confidentiality in official records as well as flexibility in working well in cross-functional team.

· Possess capabilities in providing solutions to complex natured operations issues plus strong commitment to deliver excellent work performance even in difficult and pressurized environment.

· Enthusiastic & effective leader managing an organization that has short and long term vision, mission.
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Office Management 
· Analyze operations to evaluate performance of a company or its staff in meeting objectives or to determine areas of potential cost reduction, program improvement, or policy change.
· Direct, plan, or implement policies, objectives, or activities of organizations or businesses to ensure continuing operations, to maximize returns on investments, or to increase productivity.
· Maintain administrative staff by recruiting, selecting, orienting, and training employees; maintaining a safe and secure work environment; developing personal growth opportunities.
· Accomplish staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, counseling, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures.
· Achieve financial objectives by anticipating requirements; submitting information for budget preparation; monitoring costs; analyzing variances. Prepare or present reports concerning activities, expenses, budgets, government statutes or rulings, or other items affecting businesses or program services.

· Direct human resources activities, including the approval of human resource plans or activities, the selection of directors or other high-level staff, or establishment or organization of major departments.
· Carry out administrative duties efficiently including correspondence, logistics coordination, bookkeeping, customer relations, supplier dealings as well as IT support.
· Develop budget recommendations for operating expenditures and/or capital outlay, personal services, equipment and materials, and maintains revenue as high as possible.

· Supervise such management planning activities as job analysis, organization studies, workflow, and simplification of systems and procedures for, warehouse, accounting and finance.

· Prepare relevant documents such as business correspondence, memorandum, appointments or termination documents.

· Review & proof documents/records &forms for accuracy, completeness & conformance to applicable rules &regulations. 
· Maintain confidentiality in all official company correspondence, quotations, inquiries, contracts & other legal documents.
· Liaise with government and different departments to coordinate activities, exchange information, and resolve issues as well as to ensure timely implementation of objectives.
	[image: image8.emf] 





Administrator – Alstom Middle East FZE, UAE
· Direct reporting to HR Director. Oversee the overall travel administration works for UAE, Bahrain and main branch offices in India.

· Formulated budget oriented travel solutions to various department heads and Project Managers.
· Monitored the travel budget and develop a process to budget and control costs.

· Negotiated with the Travel agencies, airlines, hotels and rental car companies in line with the company policies.

· Direct reporting to the global office to implement deals and yearly contracts of Airlines, hotels and rent a car. 

· Facilitated communication between various branch offices and global office regarding the travel costs, implementation of company policies, local deals and countrywide security updates.

· Conferred and finalize the local hotel contracts for the yearly global hotel program.

· Effectively manage BTA account with American express in coordination with the Finance Department.

· Initiated and conduct meetings with Finance Team in order to regularize the monthly reporting and smooth flow of the payment operations.
· Administered ticketing, hotel bookings, visas and rental car requirements of project based travel, business trips of employees from various departments and for the employees on board.

· Organized group events, conferences, team building activities for various departments. 
· Ensured the safety of the International and domestic travelers. Reporting critical issues at the country level.
· Maintained monthly budget reports, comparison charts, traveler profiles, hotel and Airline corporate contracts.

· Assisted HR Manager in scheduling interviews and supervise new joinee employee. Liaised with Free Zone authorities for gate passes, entry passes for the visitors and subcontractors. 

· Coordinated with various consulates for arranging international travel visas. 

· Prepared LPO and material requests and approve travel requests.  

· Assisted HSE department to maintain safety standards and First Aid operations.
· Coordinated with the suppliers for arranging office stationery and printing works as per company policy.

Executive Secretary – National Telephone Services LLC, Muscat, Oman



· Maintained the dairy of the Area Manager; arrange sales meetings and business travels. 

· Prepared monthly and weekly sales reports, Preparing confidential reports and other correspondences. 

· Assisted in preparing the tenders, FPO and LPOs. Coordinate with other departments and branches. 

· Carried out minutes of the meetings and employee appraisals.

Personal Assistant – Associated with Dallah hospital, Riyadh, Saudi Arabia  



· Formulated LPO’S, quotation requests, correspondence including confidential reports, arranging travel, meetings with vendors and other secretarial duties.

Executive Assistant – Associated with BPL Limited, India
· Oversee Area Manager’s travel, correspondence, preparing confidential reports including performance appraisals of the sales team, arranging dealer meets, sales conferences, preparing weekly and monthly reports and other secretarial duties including filing.
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· Certificate Course in Power Max and SAP ERP systems.

· Certificates in Galileo, Saber and Worldspan GDS systems from  Emirates Aviation College, Dubai
· UAE Certified First Aid officer Training - Undergone various trainings in emergency first Aid operations, CPR and external Defibrillator.
· E-Learning Certificate in High Risk Activities, Ethics and Compliances.
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· Proficient in MS Office application (Word, Advance Excel, Lotus Notes, Net meetings, Outlook Express & Power Point.
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Nationality

:
Indian
Marital Status
:
Married
Visa Status
:
Husband Sponsorship
Languages

:
English, Hindi, Malayalam and Tamil
Driving License
:
UAE Driving License
Reference

:
Available upon request
Profile Synopsis��





Versatile, Dynamic and Goal-oriented HR Management Professional equipped with 18+ years of diverse experience, seasoned expertise and dynamism in orchestrating successful business turnaround and growth ventures within diversified industry in UAE, Oman, Saudi Arabia and India. Manifest broad management experience and outstanding knowledge of full-service in directing whole gamut of workforce management encompassing Office Management, Business Operations, Travel arrangement, Business Correspondence, Preparing Monthly reports, Performance Appraisals and other Secretarial duties. Significantly delivered key contribution towards organization’s growth by managing professional development of organization's workforce; equipping staff with knowledge, practical skills and motivation to carry out work-related tasks hence achieve full potential and surpass performance parameters. Proactive and innovative leader with excellent planning, analytical, problem solving, decision making, department coordination, supervising, time management, communication and interpersonal skills; Seeks a challenging work profile to contribute and work actively where gained knowledge, expertise and management skills will have a valuable impact.








Educational Qualification��





Career Progression��








Achievements��








Areas of Expertise��








Proven Job Role��








Professional Development��








I.T Proficiency��








Personal Details  ��
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