[image: image1.jpg]



ANDREA 
Andrea.236099@2freemail.com 
Career Objective

I am looking to join a progressive organization that offers opportunities for advancement.

Work Experience

November 2014 till date 
Future Horizons Electronics LLC., Dubai, reporting as Secretary/ Administrative Assistant to the Managing Director

· Manage and maintain executives' schedules, appointments and travel arrangements.

· Distribute incoming mails and other materials, and answer to routine letters.
· Maintaining databases, operating office equipment and managing office space.

· File and retrieve documents and reference materials.
· Set and maintain filing system for records, correspondence and other material.

· Handle telephone calls, enquiries or requests.

· Receive and interact with incoming visitors.
· Liaise with internal staff at all levels.
· Perform other duties as assigned and all administrative functions.
May 2011 till September 2014  

Hermes India Retail & Distributors Pvt. Ltd., Mumbai, India, as a Personal /Administrative Assistant reporting to the Country Manager 
· Maintain scheduling and event calendars.
· To arrange official overseas trips including travel ticketing, visa application and accommodation & transportation.
· Manage database of clients and organize database of important contacts of Country Manager.
· Prepare correspondence reports, and materials which are clear and easy to understand for meetings and presentations.
· Overseeing daily maintenance of the Store, Event space, office and warehouse and therefore manage a network of the related Suppliers; define tasks, follow-ups and evaluations.
· Maintaining staff attendance.
· Attendance system access control (daily and monthly).
· Distribute incoming mails and other materials.
· Mail newsletter promotional material and other information.
· Set and maintain filing system for records, correspondence and other material.
· Order and dispense office supplies.
· Manage day-to-day running of the office.
· Perform such other duties that may be required from time to time.
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September 2009 till May 2011 

Pretti Slim Health Clinic, Mumbai, as a Secretary reporting to the Managing Director.

· Scheduling of the Managing Director’s meetings with Advertising & Media Clients and keeping him updated of his upcoming appointments and meetings.
· Organize travel arrangements.
· Liaison with Pretti Slim Clinic branches and assisting the Centre Manager.
· Preparing Purchase Orders & Invoices and ordering office supplies.
· Drafting of Emails & Inter-office memos.
· Handling reception area, dealing with walk-in Clients Registration and Clients Appointments.
· Prepare and maintain files and records.
· Perform other duties as assigned and all administrative functions.

August 2002 to July 2004

Global Link Communications LLC., (AL GHURAIR GROUP) Dubai as a Secretary cum Receptionist reporting to the General Manager.

· Scheduling of the General Manager's meetings and keeping him updated of his upcoming appointments and meetings.
· Organize air bookings and travel arrangements.
· Handling switchboard & reception area.
· Generate staff attendance report through Centaur and also generate Call Accounting Report through Dialguard.
· Keeping track of all incoming faxes and distributing to the concerned departments for taking action.
· Preparing Purchase Orders & Invoices and handling correspondence.

· Responsible for ordering office supplies.
· Prepare and maintain files and records.
· Perform other duties as assigned and all administrative functions.

· Maintain confidentiality, integrity and discretion in the performance of all duties.

July 1995 to July 2002

JTB Travels Pvt. Ltd., Mumbai as an Executive Assistant reporting to the Executive Director.

· Preparing monthly revenue statements.
· Independent correspondence with Overseas Tours Operators/ Branch offices in India.
· Travel & Visa arrangements, planning and preparing of Itineraries.
· Organizing Conferences.
· Preparing Reports: 
a) Weekly Sales Reports,
b) Monthly Passenger Traffic Statistics,
· Liaison with Travel Agents on all Sales matters.
· Independent correspondence with Branch offices & Travel Agents.
· All other administrative functions.
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October 1994 to May 1995   

Temporary assignment with Tata Consultancy Services, Mumbai as a Secretary to the Personnel Manager.

· Manage calendar, arrange and organize meetings.
· Organize air bookings and travel arrangements.
· Independent correspondence with Branch offices.

Academic Record

Bachelors Degree in Arts

- From University of Bombay (April 1993)
Diploma in Secretarial Practice

- From Davar's Secretarial College, Mumbai 
Skills and Proficiencies

· Knowledge of Microsoft Office – Word, Excel, PowerPoint and MS Outlook. 

· Knowledge of Pitman's Shorthand.

· Ability to prioritize & handle multiple tasks and meet deadlines.

· Ability to work under pressure with little or no guidance while maintaining confidentiality and tactfulness.

· Ability to be flexible and adapt to constantly changing deadlines.

· Ability to work independently.
· Organized& meticulous. 
Personal Information

Nationality

:
Indian
Visa Status

: 
Employment Visa

Languages Known
:
English & Hindi

