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Summary
Executive  Assistant with 14 years of experience and skilled at multitasking and maintaining a strong attention to the detail. Deliver professionalism and superior communication skills to meet clients and company needs.
Highlights
· Microsoft Office Proficiency
 
· Proper phone etiquette
· Articulate and well-spoken
· Time Management
· Professional and mature
· Appointment setting
· Mail management
· Meeting and planning
· Travel administration
· Invoice Processing
· Human Resource law knowledge
Accomplishments
· Supported Directors through document management, Calendar organization and collateral preparation for meetings.
· Decreased costs by negotiating pricing with vendors regarding wholesale billing.
Academic Chronicle
· Bachelor of Commerce from Navgujarat College – Ahmedabad, India. Year of Completion - 1995 
· HSC from Amrut Higher Secondary School - Ahmedabad, India. Year of Completion - 1992 
· SSC from Amrut Higher Secondary School – Ahmedabad, India Year of Completion – 1990
Secretarial Course Completed: Course includes, typing, shorthand, basic computers, personality development and spoken English.
Personal Profile 
Date of Birth : 1st September, 1974
Nationality     : Indian 
Languages    : English, Hindi, Malayalam, Gujarati & Tamil  
Hobbies        : Listening music & reading books
Work Experience
· Executive Assistant to Director              6th December 2013 to 8th August 2014
           Anar Projects Pvt Ltd. – Ahmedabad, Gujarat, India
           Job Responsibilities
· Scheduled meetings and assisted with meeting materials and agendas
· Arrangement of visa documents, agendas, necessary contacts & country information for travel
· Collaborated with other departments on special projects and events.
· Managing and assisting basic arrangement for client visit
· Handed and distributed all incoming & outgoing mails 
· Investigated issues and problems and drafted responses to urgent requests.
· Calendar Management
            Also handed HR & Admin
· Coordinating for interviews
· Complete documentation of Joining formalities
· Handling employee database
· Leave and attendance management
· Managing Advance salary and Loans
· Confirmation, Promotions, Resignation & termination
· Performance Appraisals
· Executive Assistant to Director                   27th May 2011 to 15th October 2013 
Urmin Group of Companies – Ahmedabad, Gujarat, India 
Job Responsibilities 
· Looking after purchase
· Coordinating with suppliers for prompt delivery of materials
· Assisting in arranging the official meetings and conferences
· Follow up and co-ordination with Production and distribution department for goods
· Answering of phone calls and enquires of buyers & suppliers
· Managing and assisting basic arrangement for client visit
· Coordinating with the interpersonal department
· Preparing the correspondence in mail and creating, maintaining computer & paper based filing for records, reports and documents
· Office Administrator 


       8th July 2008 to 31st March 2011
Gama Mental Arithmetic Pvt Ltd. –  Thrissur, Kerala, India 
Job Responsibilities
· Taking care of day to day administration activities
· Looking after the travel desk of MD with respect to ticket booking 
· Generation of new franchisees, follow-ups with the existing one and satisfying the needs of franchisees in India as well as outside India
· Market search, collection of data, literatures, promotional, materials of the competitors
· Follow up and co-ordination with Production and distribution department for goods and promotional item distribution
· Worked with Administration department on temporary basis with IIM – Ahmedabad, Gujarat, India
· HR – Officer 



    19th February 2007 to 29th February 2008
Star Health Insurance & Allied Co.Ltd – Chennai, Tamil Nadu, India
Job Responsibilities
· Taking care of attendance and leave application
· Assisting recruitments and appraisals with Sr. VP – HR
· Induction training     
· Complete documentation of Joining formalities
· Handling employee database        
· Office Assistant/Assistant to the Director 14th June 2004 to 31st October 2006 Rubberking Tyres India Pvt. Ltd. – Ahmedabad, Gujarat, India 
Job Responsibilities
· To handle petty cash
· Stationary requirements
· To maintain/ monitor wastage of stationary
· File maintenance and documentation
· Answering of phone calls and enquires in absence of front office executive
· Assist in arranging the official meetings and conferences
· Travel arrangement for senior management
· Front Office Executive                                    1st October 2003 to 3rd June 2004
Kalpataru Power Transmission – Gandhinagar, Gujarat, India    
Job Responsibilities
· Receiving of guest
· Answering of phone calls and enquires
· Travel arrangement for senior management
· To perform courier and dispatch services
· Personal Assistant to Regional Manager     15th April 1996 to 31st August 1998
Vam Organic Chemicals Ltd. – Ahmedabad, Gujarat, India 
Job Responsibilities
· Reading, monitoring and responding to the main email
· Answering the calls and handling queries
· Preparing the correspondence
· Coordinating with the interpersonal department
· Booking meetings
· Organizing travel and ticket booking
· Managing and reviewing filing and office systems
· Personal Assistant to General Manager          04th May 1995  to 13th April 1996
National Technology (India), INC - Gandhinagar, Gujarat, India          
    
Job Responsibilities
· Taking dictation
· Answering the calls and handling queries
· Preparing the correspondence / typing the documents
· Coordinating with the interpersonal department and clients
· Preparing papers for meetings
· Maintenance of files
Functional Area  
Administration, Management, Co-ordination, HR & Marketing 
Key Skills 
Communication, Problem solving, Planning & Organizing
Declaration:  I hereby declare that the information furnished above is true to the best of my knowledge &  belief.                                                                                                                                              
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