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Objective
Seeking a challenging position with a creative organization,where my experience,organizational skill,interpersonal ability and education will be put to the best use,while providing the opportunity for a career growth and future advancement.
Strengths
· Detail oriented.

· Works effectively, independently and to deadlines.

· Highly organized and able to multi-task and effectively prioritize.

· Reliable and responsible.

· Good communication skills and professional telephone manner.

· Team player with a flexible, ‘can-do’ outlook.

· Readily takes initiative.

WORK EXPERIENCE

07/2006 -02/2015

Dubai LLC– Dubai, U.A.E.

Senior Administrator – ROV (Remote Operating Vehicles) Operations Department

· Prepare ROV offshore employee forms and coordinatewith HR department on various letters i.enew hire, regret, internal transfer, change in contract (salary/day rate &pay currency), resignation, promotion, probation period, no contact, secondment contracts for work locations like Nigeria, Congo, Tanzania,Baku, Romania and employees hired through an agency.
· Prepare ROV offshore employee forms and coordinatewith HR department to ensure offshore employees correct pay record are active for timely payment
· Record and process sick leave paymentof offshore employees
· Preparedetailed international travel itineraries for Managers and Dubai visitors(Booked flight, hotel stay, visa, ground transportation,correspondence support, etc.)
· Prepare statistical report for line manager required for monthly FLASHmeeting i.e. offshore employees oncompassionate leave, leave of absence, sick leave, hired from an agency and those who are seconded in or out of AME region.
· Record time entry in Time and Labour software and process payroll of base personnel for timely payment.Coordinate with payroll department with payment queries.
· Maintain and update ROV contact directory and circulate it quarterly to offshore employees and other offices.
· Arrange airport lounge pass for supervisory level.

· Prepare offshore personnel’s cv in Company format for tender/client approval.
· Update job postings on the Company website and circulate it amongst offshore employees.
· Booking conference room and organize refreshment.
· Release user ID & password to offshore new hire.
· Maintain Organization charts.
· Organize department lunch.
· Handle other office routines without any supervision
11/2005 – 06/2006


Dubai LLC– Dubai, U.A.E.

Administrative Assistant – ROV (Remote Operating Vehicles) Operations Department
· Monitor & screen ROV vacancy recruitment email id.  Acknowledge email,log cv, schedule interview, update cv database and file job applications.
· Raise offer letter and contract foroffshore new hireand ensure necessary documents are collected as per checklist requirement prior to finalizing contracts. Prepare new hire pack.
· Update People soft software with details of new or existing offshoreemployees. (i.e. Generate employee id, Change in personal information, Bank detail, Promotion, Absence due to sickness, Salary review, Change in pay rate, resignation).
· Releasing user ID &password to new hire.

· Prepare letters for offshore employees i.e. Probation, Promotion, Change in Pay Rate, Resignation, 2nd Passport, Seaman’s card, Service Award, Tax related letter.
· Receive and register appraisal and customer feedback form of offshoreemployees.
· Coordinate and arrange training course with Aberdeen office for offshoreemployees.

· Ordered personal protective equipment (PPE) for offshore employees with Aberdeen office and arranged to ship itto their home country or work location.
· Receive offshore employee leave request forms, forward for approval, schedule approved leavein encompass software, and notify employeeson the status of their application. 

· Prepare lighthouse requisition/ LPO as and when required.
· Arrange printing of company documentation i.e. letterhead, booklet, etc.
· Maintain and update group offshore employees email accounts
· Order flower bouquet as and when requested.
· Arrange business cards for Managers

· Organize and maintain files or recordsand arrange to archive files as and when required
· Open, sort and distribute mail

· Orderstationery and pantry supply for department.
08/2005 – 10/2005


Dubai LLC– Dubai, U.A.E.

Administrative Assistant – ROV (Remote Operating Vehicles) Operations Department
Temporary Position
· Monitor and maintain offshore certification directory and ensure employees certification is in date. 

· Receive, register and check expenses of offshore employees, distribute as necessary for approval, collate andupdate database, prepare transmittal notes and process for payment.  Resolve expense queries.
· Assisted ROV travel department during holiday period.Prepare detailed travel itineraries for offshore employees(Booked flight,hotel stay, visa, correspondence support, etc.)
11/2001 – 5/2005




Macleods Pharmaceuticals Ltd, Mumbai - India

Secretary to Vice President – Sales & Marketing (Domestic level)

· Responsible for maintaining and managing daily diary of the Vice President.

· Booked flight, accommodation and prepared travel itinerary. Prepare and submitexpense claims.
· Responsible for maintaining official filing system and ensuring that all papers, files are not only neatly stacked but available immediately on request.
· Handling incoming and outgoing correspondence of the Vice President,including drafting of routine correspondence to our potential customers and distributors.

· Take dictation, prepare letters and follow through on issues in a timely manner

· Prepare agenda of the meeting. Coordinate with various departments and arrange reports, briefs and materials for presentation at meetings and conferences.Attend meetings and take minutes as and when required
· Coordinating with print media for booking advertisements to facilitate the recruitment of employees across the Country based on regional requirements.

· Preparing presentations and layout for various brands and promotional plans.
· Follow up with customers (Doctors) in terms of direct sampling of product queries.
· Coordinating and arranging training programs for employees across the Country.
· Supportingthe department with general administration duties
07/2001 – 09/2001






Orix Auto Finance Ltd., Mumbai - India

Secretary to Vice President

· Managing the switchboard by answering calls, screening, directing and as well as relaying messages to colleagues.

· Responsible for maintaining and managing daily diary of the Vice President
· Take dictation, prepareletters and follow through on issues in a timely manner

· Providing general administration support at the branch office.
01/1999 – 06/2001



GoldcoinPolypack Pvt. Ltd., Mumbai - India

Secretary to the Director

· Managing the switchboard by answering calls, screening, directing and as well as relaying messages to colleagues.
· Coordinate and manage calendar by keeping a track of appointments and meeting schedules.
· Open, sort and distribute mail and fax documents to concerned person.

· Arranging flights and accommodation 
· Take dictation, preparelettersand follow through on issues in a timely manner
· Preparing quotations for enquiries, invoices, purchase orders, delivery orders and following up on outstanding payments.
· Coordinating and fixing appointments between the sales team and prospective clients.
Academics
1998 Bachelor of Commerce, University of Mumbai – India.
Vocational Qualification:
Diploma in Secretarial course from Davar’s College of Commerce, India.
Software Known:

Peoplesoft, Lighthouse, Encompass, Visio, Microsoft Word, Excel, Power Point, Outlook 
Other Details:

Date of Birth
 :  02/11/1977     

Nationality
:  Indian

Marital Status
 :  Married 

Languages known: English, Hindi, Konkani      
Availability
     : Immediate
References will be furnished upon request
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