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Profile Summary
Bachelor’s Degree and Diploma in Computer Application having 5 years of Dubai experience in Executive Secretary/ Administration.

Key Strengths
· Strong Inter-personal organizational skills. 
· Trustworthy, responsible, punctual and hardworking. 
· Time conscious and can work under pressure. 
· Goal oriented and a team player. 
· Coordination & Supervision skills. 
· People management skills. 

Experience
Job Post: Executive Secretary/ Administration Period: July 2007 - (Notice Period) 
Responsibilities:
· Organize and schedule meetings, keeps record of appointments of the General Manager as well as the managers and makes sure that each one is conducted on time and followed properly. 
· Created highly effective organizational and filing systems, including quick and thorough indexing, filing and offsite storage, resulting in easy access to critical information and streamlined office functioning. 
· Preparing Minutes of Meeting. 
· Arranged/confirmed appointments and updated/maintained Manager’s diary. 
· Complete forms in accordance with company procedures. 
· Compose, type, and distribute meeting notes, routine correspondence, and reports. 
· Handles all clients queries true Telephone, E-Mail and in person. 
· Making invoice, Delivery Order and receipt for the clients. 
· Payment follow-up. 
· Material delivery coordination. 
· Maintaining up to date Data base, filling for ISO Auditing. 
· Other ad-hoc administrative support as and when required to manage the smooth running of day-to-day operations in the department. 
· Site supervision allocation of Electrical, Mechanical and Labour. 
· Established the administrative work procedures for tracking staff’s daily tasks. 
· Arranging and coordinating transportation facilities for the employees. 
· Supervise routine Office Administration works such as Cleaning, allocation of office space and provision of furniture and stationary. 
· Maintain leave records of employees by recording and administering regular activities and forwarding to H R Manager. 
· Tracks office supply inventory and approves supply orders. 
· Informing employees about their daily work schedule and shifts. 
· Responsible for searching and selecting suitable candidates for the vacant post from various site Offices. 
· Co-ordinate training programs for the staffs. 
· Negotiated best rates for Hotels and ground transportation when coordinating event travel. 
· Arranging transportation facilities from company to home town and for hospital for medical purposes. 
· Managing employee master data, qualification, and organizational data. 
· Defining public holiday calendars, rules for variants in DWS, Daily work schedules, daily work schedule variants, period work schedules selection rules for day types and work schedule rule. 
· Receives all incoming documents. 
· Responsible for answering telephone calls from the new and old clients. Screen callers, relays messages to the concern person. 
· Operated office equipment’s such as photocopier, scanner and fax machine. 
· Meeting appointment and meeting reminders. 
· Maintains inventory of office supplies. 
· Participated in client scheduling and planning as the part time duty. 
· Purchased office supply like pantry things, stationary items and etc. 
· Coordinates with suppliers for quotation and receives delivery of materials and supplies. 
2) Office Executive (From 2000 - 2005) 
Responsibilities:
· Dealing day to day administrative activities of the company. 
· Arranging and coordinating transportation facilities for the employees. 
· Supervise routine Office Administration works such as Cleaning, allocation of office space and provision of furniture and stationary. 
· Maintain leave record s of employees by recording and administering regular activities and forwarding to H R Manager. 
· Tracks office supply inventory and approves supply orders. 
· Informing employees about their daily work schedule and shifts. 
· Co-ordinate training programs for the staffs. 
Achievements
· Showed flexibility in working well in cross-functional teams even under pressure with a good sense of urgency to complete multiple tasks within strict deadlines. 
· Successfully achieved performance parameters as well as organizational goals and objectives. 
· Displayed strong managerial skills in planning, managing, coordinating and motivating subordinates. 
· Maintained and established lasting relations with clients, colleagues, employees and industry players. 

Academic Qualification
· B A Economics 

Additional Qualification
· Diploma in Computer 
	
	
	
	Skills

	
	Operating Systems
	:
	Win 2000 & Win XP Professional, Win 7

	
	Internet & Intranet
	:
	Email Management, Front Page, HTML,

	
	
	
	DHTML & VB, Tally

	
	Packages
	:
	Microsoft word, Excel & PowerPoint

	
	
	
	

	
	
	
	Personal Details

	
	
	

	
	

	Marital Status
	: Married

	Nationality
	: Indian

	Languages Known
	: English, Hindi & Malayalam

	Hobbies
	: Reading and Music

	
	

	
	

	Date of Joining
	: Immediate

	
	
	

	
	

	
	
	
	


References:
To be furnished on request
Declaration:
I, hereby declare that the above furnished particulars are true and correct to the best of my knowledge and I may held responsible for irregularities at any.
