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Detailed Resume

Seeking a responsible position, where I can utilize my experience and skills that promotes continuous upgrading of knowledge while contributing to the benefit of the company. 


· Administration 

· Customer Service & Support 

· Travel related assignments at various levels. 

· Secretarial Duties 

· Handling all local purchases & assisting Purchase Manager in international purchases.


SSC, TYPEWRITING & SHORTHAND HIGHER

· Proficient in MS OFFICE - MS WORD, MS EXCEL & POWER POINT 
· Working knowledge of Multimedia. 

· Typing Speed 40 - 45 WPM 

· Internet browsing 


Company      :  Casting L.L.C., Ajman, U.A.E. 
Designation   :  Purchase  Assistant
Duration       :  May 2012 to April 2014
Job Responsibilities
· Contacting all local suppliers daily morning over telephone or through email to check the availability of material and the current local market prices for the same.
· Getting pictures of the available material or visit their yards, if need be, to ascertain the quality of material.
· Watching live LME prices to know the international market trend, calculating & deciding  the prices to be offered to the local suppliers in consultation with the reporting manager.
· Negotiating with the local suppliers and finalizing the deal.
· Arranging loading, transportation & delivery of materials to our plant / yard.
· Interacting with the concerned internal departments regarding the quantity and quality of material, intimating to the concerned suppliers in case of claims, if any, and settling the same amicably.
· Communicating with the existing and the proposed new local & international suppliers.
· Searching & finding out new sources for purchasing of material and selling of our products locally & internationally.
· Forwarding introductory letters and company profile to the proposed new suppliers / buyers, arranging necessary visits & meetings for starting business with them.
· Obtaining invitation letters & other relevant documents for arranging visas for visiting international suppliers / buyers for inspection of material, supervision of loading, settlement of claims, if any, etc.
Company      :  Sun Metal Casting L.L.C., Ajman, U.A.E. 
Designation   :  Secretary to  MD & HR / Administration Assistant
Duration       :  July 2005 to April 2012
Job Responsibilities
1.
Secretarial 


· Attending all incoming calls to the Board and forwarding to the concerned staff.

· Attending all incoming calls for the Managing Director and forwarding the relevant calls to him.  

· Checking all the incoming mails to the Company’s main 2 Email IDs activated in the Reception PC, replying to the same and forwarding other mails to the concerned staff / Dept. 

· Collecting all incoming couriers and forwarding to the concerned staff / Dept.

· Preparing courier packets of samples / documents and forwarding the same to the concerned parties, as and when required.
· Fixing up appointments, receiving guests / clients / customers & arranging meetings with MD & other Senior Managers.

· Any other secretarial works that may be assigned by the Managing Director time to time.

2.
Administrative 


· E-mail administration.

· HR package updating for attendance,  salaries & wages, leave, etc. for all staff & labourers and removing salary / wages sheets  every month. 

· Proper administration & maintenance of EPABX system and other office equipments like, A/C’s, Xerox Machines, Fax Machines, etc.  

· Maintaining Files and keeping appropriate records of all staff and labourers.

· Keeping records of validity of Passports, Labour Cards, Visas, etc. of all Staff & Labourers and getting it renewed well within the prescribed time limit, on it’s expiry.

· Keeping all original legal documents like Trade Licences, Commercial Licences, Chamber Certificates, Industrial Licences, Tenancy Contracts, Fire Certificates, etc. of all Group companies and getting it renewed within the prescribed time limit, on it’s expiry.

· Giving Ads, contacting Recruitment Agencies, short listing candidates, arranging interviews and selecting suitable candidates for new appointments.

· Collecting passport copies, photographs & other relevant documents, submitting the same to the concerned departments through the PRO & follow-up for removal of employment visas for new staff / labourers. 

· Collecting passport copies & photographs of guests / clients / customers and arranging for removal of visit visas for them.

· Follow-up for getting the medical, finger print & visa stamping done for all new employees well within the prescribed time limit upon their arrival.

· Arranging Invitation letters, preparing Application forms & other relevant documents for obtaining visit/business visas for the Managing Director & other Executives for visiting other countries, as and when required.
· Arranging Air Tickets & Hotel Bookings online & through Travel Agents for the Managing Director & other Executives, as and when required.

· Maintaining proper records of the vehicles of the Managing Director as well as other Company vehicles and getting the services done as and when due. 

· Maintaining records of Insurance & Mulkya of all Vehicles and getting the same renewed on it’s expiry.

· Follow up with Insurance Companies for different Insurance Policies of the Company like Fire Policy, Workmen Compensation Policy, Group Life Insurance Policy, Medical Policy, etc. and periodical updating of the list of employees to be covered under the said policies and its timely renewal.

· Keeping records of telephone / Internet bills, Mobiles, etc. of Company, MD & Other Executives and making payments in time. 

· Keeping records of Water & Electricity Bills for Office & Factory, Fuel Bills for all Company vehicles, etc. and ensuring timely payments.

· Obtaining quotations from different dealers & negotiating with them for procurement of new vehicles, Office Equipments, Stationary, etc., negotiating with them and finalising the deal. 

· Getting all printing works done like Visiting Cards, Letter Heads, Envelopes, Purchase Memos, Sales Memos, Gate Passes, Goods Receipt Notes, etc. by obtaining quotations & negotiating with 3 – 4 printers.

· Housekeeping & Office maintenance.
Company      :  Lok Global & National Constructions Ltd., Mumbai, India.
Designation   :  Secretary to  Executive Director
Duration       :  August 1995 to May 2005
Job Responsibilities
· Attending all incoming calls for the Director, replying to it and transferring only the relevant calls him.

· Checking and replying all the incoming e-mails.  

· Receiving all incoming couriers / letters addressed to the Director, entering its contents in the Register and taking appropriate actions against the same.

· Fixing up appointments & arranging internal meetings with Chairman & Managing Director, Directors & Senior officials of the Company as well as with Clients / Customers.

· Collecting MIS from the Project Managers, keeping its records and putting up to the Director for further necessary action.

· Receiving guests / clients / customers & arranging meetings with MD & other Senior Staff.

· Booking Air Tickets and Hotel Accommodation (online or through Agents), as and when required for the Directors foreign trips.

· Assisting Vice-President (Legal) in preparing the documents related to all legal matters of the Company.

· Any other secretarial works that may be assigned by the Managing Director time to time.

Company      :  Ircon International Ltd., Navi  Mumbai, India.
Designation   :  Steno Secretary to Director
Duration       :  August 1993 to May 1995
Job Responsibilities
· Performing secretarial duties like attending telephone calls, taking dictation, typing, faxing, filing, etc.

· Fixing appointment & arranging meetings with Client as well as Contractors & Suppliers.

· Preparing tender documents for execution of Construction works like Railway Station Buildings,  Railway Station-cum-Commercial Complexes (G+4) & (G+5),  Laying of  Railway Lines, Construction of ROBs & RUB, Culverts, etc. for works being executed through Sub-Contractors.

· Scrutinizing Tenders & preparing comparative statements.

· Arranging Tender negotiation meetings.

· Collecting MIS from Project Managers

· Assisting Manager (Pers. & Admin.) in maintaining proper records of Staff & Labourers, attendance, leave records, preparation of monthly salary sheets, removing salary  slips, etc.

· Arranging Air Tickets & Hotel Accommodation for the Director as and when required.

· Any other works given by the Director.

Company     :  Anil International, New Delhi,  India 

Designation  :  Steno-Secretary 

Duration      :  September 1991 to June, 1993

Company     :  Ranbaxy Laboratories Ltd., New Delhi,  India 

Designation  :  Personal Assistant to R&D Manager 

Duration      :  September, 1990 to August, 1991.

Company     :  Redecon (India) Pvt. Ltd., New Delhi,  India 

Designation  :  Steno-cum-Computer Operator

Duration      :  December, 1986 to August, 1990


   Leadership qualities.
  Taking initiative and Commitment to Achieve.
  Strong Oral & Written communication skills.
  Good computer exposure - Proficient in MS Office and Internet.
  Faster adaptability to different working environments.

Date of birth         :   30 May, 1959

Gender                 :   Male

Nationality            :   Indian

Religion                :   Hindu

Marital status        :   Married

Visa status            :   Visit visa
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