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	Zeena
Zeena.235088@2freemail.com 
 


	Project Secretary cum Assistant Document Control

	Resourceful and result driven Project Secretary cum Assistant Document Control with 4+ years’ experience in office environment. Proven track record of professionalism, integrity and creativity. Well versed in managing diverse people and complex tasks within office. Demonstrated ability to prioritize assignments and make effective decisions. Adept at liaising with customers.


	
	
	

	

	 
	Core Competencies
	 

	· Holding Masters & B Ed Degree in English, having over eleven years of Teaching Experience.

· Accommodating and versatile individual with the talent to develop work that will breed success.  
· Resourceful and goal-driven person. 
· Focused, organized, reliable, responsible, a team player and a good listener.  
  

	 
	Career Snap Shot
	 

	May 2014 - Mar 2015 

Feb 2010 - May 2014
	Project Secretary Cum  Ass.Document Control, J. Ray. McDermott, Dubai U.A.E.
Office Administrator, NTL L.LC., (Infrastructure), Dubai, U.A.E. 


	Aug 2005 - Feb 2010 
	Middle Section Teacher, Dubai Modern High School, (Teaching), Dubai, U.A.E. 


	Jan 2001 -  Jul 2005 
	Teacher- Secondary Section, Don Bosco High School, (Teaching), Mumbai India. 

	Jan 1995 -  Dec 2001 


	News Reporter, Mid-Day News Tabloid,  Mumbai, India.


	 
	Professional Experiences
	 

	Project Secretary / Document Controller                                                                         

J. Ray McDermott                          

·  Received project documentation and drawings 
·  Maintained registers and updated files of all Project documentation received from the Client/Customer, Engineering, Purchasing, other entities, in-house, Subcontractors and generated by McDermott.
· Distributed documents internally and/or externally, under cover of transmittal notes wherever necessary, preferably to a defined distribution matrix and/or as dictated by the project document control and distribution procedure.
· Ensured the latest revisions of project documents are available and further distributed to the appropriate personnel related to the Project or as required.
· Archived all project documentation and other routine document control function.
· Project weekly and ongoing Meeting preparations (document and distribute project meeting agendas and previous meeting minutes)
· Arranged  office filing system (both paper & electronic)
· Any other additional admin duties to ensure the smooth running of the team.
· Processed the courier invoices
· Followed up on and completed day to day office matters, issues, requests.
Office Administrator 
	(May 2014 - March 2015)

 Dubai, U.A.E.
(Feb 2010–May 2014) 

	NTL  L.L.C. (Infrastructure)
	Dubai, U.A.E.

	· Manage, organize and file documents as required.

· Input document data into the registers ensuring that the information is accurate and up to date.

· Create, adjust and maintain filing systems for storage and retrieval of documents within the department.

· Maintain and keep records of all sent and received correspondence.

· Take meeting notes when required, including via telephone conference call.

· Coordinate and follow up on the requirement of the Company on stationery, office material etc ...

· Responsible for reminders (licenses expiry dates, etc.)

· Maintain contact with customers and agents

· Maintain supply and inventory of office merchandise

· Maintain front desk area

· Delivered exceptional customer service to clients

· Answered incoming telephone inquiries

· Coordinated area deliveries

· Created invoices

· Performed data entry tasks

· Prepared PowerPoint presentations for seminars and workshops

	
	 

	Middle Section Teacher                                                                                                                                                                      

Dubai Modern High School (Teaching)                                                                                                             
	(Aug 2005 – Feb 2010)
 Dubai, U.A.E.

	· Worked as a Middle Section Teacher, (Grade 5 to 8).   
· Class Teacher for Grade 6 and I was reporting to the Head of Computer Department & Middle Section Supervisor 

· Taught Computer for all classes at Middle Section level. Prepared presentation’s in MS PowerPoint. 

· Knowledge imparted on Basic and Advanced Logo Programming and Quick Basic Programming.

· Prepared and Administered grade tests and assignments; prepared Class List/Name List for all classes from grade 5 to 8. 

· Prepared Report Cards for 3 years in co-ordination with Head of Department. 

· Preparing and delivering lessons to a range of classes including putting up displays in the classroom.

· Giving appropriate feedback and maintaining records of pupils' progress and development.
· Researching new topic areas, maintaining up-to-date subject knowledge and writing new curriculum materials. 

· Granted education through computers under the instructional method as per ETC. 

	
Teacher- Secondary Section 
	(Jan 2001 - Jul 2005) 

	Don Bosco High School (Teaching)
	  Mumbai, India.

	· Worked as a Secondary Section Teacher, (Grade 8 to 10).

· Class Teacher for Grade 8 and I was reporting to Department Supervisor
· Taught computer studies in NOIS (National Institute of Open Schooling) to students of Grade 10 and 12.

· Prepared Curricula-Check Question Papers, enforced all administration policies and rules governing students. 

· Wrote articles on various topics for internal newsletter and school magazine. 

· Selecting and using a range of different learning resources and equipment, including podcasts and interactive whiteboards;

· Undertaking pastoral duties, such as taking on the role of form tutor, and supporting pupils on an individual basis through academic or personal difficulties.
· Preparing pupils for qualifications and external examinations.
· Managing pupil behaviour in the classroom and on school premises.
· Supervising and supporting the work of teaching assistants, trainee teachers and newly qualified teachers (NQTs).
· Participating in and Organizing extracurricular activities, such as outings, social activities and sporting events.
· Participating in departmental meetings, parents' evenings and whole school training events.
· Liaising with other professionals, such as learning mentors, careers advisers, educational psychologists and education welfare officers.
· Undergoing regular observations and participating in regular in-service training (INSET) as part of continuing professional development (CPD).

	
News Reporter 
	(Jan1995 to Dec 2001) 

	Mid Day News Tabloid                                                                                                                                                                                                                            
· Story assignments and investigations before publishing
· Present unbiased account of events. 
· Conducting personal interviews
· Observing events in person and doing background research for context.
	Mumbai, India

	

	 
	Qualification & Skills
	 

	Educational Qualifications

	1991 
	Bachelor of Arts- English Literature, Bombay University, Bombay, India. 

	1993 
	Master of Arts- English Literature, Bombay University, Bombay, India. 

	1995 
	Diploma in Communication & Journalism, Bombay University, Bombay, India. 

	1998 
	Diploma in Information & System Management, Aptech, Bombay, India. 

	2004 
	B.Ed. , Bombay University, Bombay, India. 

	2013                   Diploma in Graphic Designing, Atlas Computer Education, Karama,, United Arab Emirates 


	Training and Personal Enhancement

	2002 
	NOIS - Training to teach Special Children, Don Bosco High School, Mumbai, India.

	2008 
	Time Table Making, Gems Schools, Dubai, United Arab Emirates.

	2012 
	Microsoft Office Expert 2010, Syscoms Institute, Bur Dubai, United Arab Emirates.

	2012
	C++ & Java Programming, Atlas Computer Education, Karama,, United Arab Emirates.

	2013                Executive Secretary, Nadia Institute, Emirates Towers, United Arab Emirates.

Certification Training Courses

2014                Basic First Aid 

2014                Basic Fire Fighting

2014                SharePoint General User

2014                SharePoint Site Administrator

2014                Ergonomics

I.T. Skills

	Knowledge And Experience In Programming, Macromedia Flash, Ms Office, Internet , Microsoft Office 2010, Adobe Photoshop CS6 
& Adobe Illustrator CS6.

	Languages Known

	English (Read, Write, & Speak) Hindi (Read, Write, & Speak) Marathi (Read, Write, & Speak) Konkani (Read, Write, & Speak) 

	Interests & Hobbies

	Reading & Singing



	Indian
	Single 
	Female

	                      Employment Visa 
	
	D.O.B. 09/08/1972

	*Supporting Documents and References will be provided on request *



