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	Middle East experienced professional with more than 23+ years of progressive work experience in administration, client relations and customer service, major government and MNCs. Track record of exceeding performance goals and customer service needs with proven ability to provide prompt services, relationship building, and performing well under work pressure. Innovative and creative team player with excellent communication, interpersonal, organizational, problem solving, time management and IT skills. Presently looking for a more challenging career within progressive organizations to utilize gained knowledge, experience and skills.

 

	STRENGTHS

	· Coordination & Presentation Skills
	· Business Development & Strategic Planning 

	· Excellent Customer Service Skills 
	· Tact to deal with multicultural clientele


	

	· Consistently demonstrated resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams.  

· Displayed abilities in handling problems as opportunities and dealing with difficult challenges.  

· Established and maintained long term relations with clients, colleagues and management.


	

	

	Department Coordinator – Reputed Firm                                                                                        Jan 2008  - Dec 2014

	Sales/Marketing Coordinator, Sanyo Gulf FZE , Dubai, U.A.E
	Mar 2003 – Jan 2008

	Executive Secretary, Linea Verde Interiors L.L.C. Dubai, U.A.E.
	Apr 2002 – Jan 2003

	Admn-In-Charge, National Institute of Information Technology (NIIT) Trichur, India
	Nov 2000 – Mar 2002

	Exec Sec to M.D., Malayil Resorts Pvt. Ltd., Trivandrum, India
	Apr 1996 – May 2000

	Maratha Light Infantry Regiment Centre

 (Regiment of Indian Army), Belgaum, India 
	Apr 1991 – Apr 1996


	

	Company
:
Reputed Firm                                                                                        
Duration
:
January 2008 – December 2014
Designation
: 
Department Coordinator 

	Department Coordinator – (Feb 2013 to Dec 2014)
· Reengineer, evaluate, document and track business processes with IT and suggest efficient working procedures to deliver required business improvements and effectiveness that satisfy the organization’s business goals and objectives. 

· Analyse, perform continuous studies, develop initiatives and discover the gaps and the weakness, points to improve the business process, and give recommendations regarding the most suitable methodologies, to ensure its compliance with customer and company proposed standards.

· Communicate, and report significant deviations in project quality, cost, or schedule. 
· Gain a clear understanding of contribution, and work with a team spirit by sharing assigned tasks with the overall team according to the project schedule.

· Collaborate with department coordinators to resolve, design, and implement new changes as they evolve.

· Participate in business meetings with customers to understand user requirements.
· Coordinate with process owners of EZW departments for confirmation of process inventory 

· Update, track and review ISO certified processes of EZW department and business units for quality assurance 
· Ensure the coordination between OE team and the quality assurance team functions efficiently and effectively in order to meet the business objectives.

Department Coordinator – Emerging Business Units (Jan 2011 to Jan 2013)
· Managed SVP’s correspondence (mail/e-mail and phone) and calendar functions

· Arrange & attend meetings, taking minutes, confidential correspondence with Embassy, booking flights and hotels, visas and handled expenses and credit card billing

· Liaise with our Group Free Zone Managers (Djibouti, Senegal, US, India) and extend required administrative support.
· Liaise and coordinate with other JAFZA Departments and divisions in order to maintain business functions.
Department Coordinator – Facilities and Finance Department (Apr 2010 – Dec 2010)
· Responsible for assisting the Facilities department team in day to day management of office matters.

· Co-ordinated with our external partner for various facility management operations including follow up for invoices.

· Assisted the Finance department in updating the Free Zone companies Audit reports in the system.

· Responsible in updating Dubai Water & Electricity bills in the system on monthly basis for the Finance department for processing payments

Department Coordinator – Jafza International-Africa Region (Jan 2008 to Apr 2010)
· To act as a key support resource to the Regional Team.  Responsible for keeping and updating project information, analysis, and coordinating between field and home office

· To play an instrumental role as an anchor and a catalyst in the development and management of international projects.

· Provide clerical support for Regional Team to include phone support, meetings, filing, calendars, and travel & expense reports. Process the department’s invoices including follow up with finance. Organize meetings including catering, transport, port tours etc (hotels for overseas attendees). Proactively work and ensure that continual recommendations to improve departmental functions are developed and implemented.
· Liaise with department managers within the unit and extend required administrative support. Liaise and coordinate with other JAFZA Departments and divisions in order to maintain business functions.
· Access and manage SVP’s mail, email, and phone functions and ensure that all correspondence is handled and priority items are processed in a confidential manner.

· Proactively work and ensure that continual recommendations to improve departmental functions are developed and implemented.
· Liaise with department managers within the unit and extend required administrative support.
· Liaise and coordinate with other JAFZA Departments and divisions in order to maintain business functions.



	Company
:
Sanyo Gulf FZE
Location
:
Dubai – U.A.E

Duration
:
March 2003 to January 2008
Designation
: 
Sales/Marketing Coordinator

	Sanyo is a major Japanese multinational electronics subsidiary of Panasonic Corporation and a member of the Fortune 500. Sanyo expands production to the electronics and energy industry.
· Coordination of Multimedia projectors, Digital cameras, bio-medical, devices & security products division and reporting to the General Manager – Digital & Devices Division.

· Receive enquiries, processing sales orders, invoicing. Preparing various reports pertaining to sales, stock, purchase orders and order forecast etc.  Updating pricing for products

· Follow up each account holder’s L/C procedure and relevant verification of the same and organize shipment status with Logistics department.

· Maintaining sales database and organizing competitive market information.

· Coordinate on Costing structure of product model wise as per the market requirement and competition.

· Follow up distributors for orders and payments.  Revamping the stock on timely basis



	Company
:
Linea Verde Interiors L.L.C.
Location
:
Dubai – U.A.E

Duration
:
April 2002 to January 2003
Designation
: 
Executive Secretary to Managing Director

	An Interior Design and Contracting Company, involved in Designing and Execution of the work in this region.

· All Administrative and Secretarial work of the office including preparing BOQ’s for tender, assisting in making presentation boards etc.   Scheduling meetings and appointments.

· Collecting enquiries from the clients/consultants/main contractors, preparation of quotations, order processing, invoicing, payment follow-ups etc. Maintain comprehensive filing system for business correspondence, reports, circulars.

· Maintaining the accounts of the organization by using Peachtree Accounting Package.



	Company
:
N.I.I.T. (National Institute of Information Technology)
Location
:
Trichur, Kerala – India
Duration
:
November 2000 to March 2002
Designation
: 
Administrative-in-Charge / Accountant

	NIIT, is one of the top five global talent development companies for IT Technology Solutions, BPO and Banking sectors. The institution offers its new-age development programs and services to over 40 countries and over 15000+ government and private schools globally.
· Maintaining student records, cash books and vouchers, bank transactions, recording Income & expenses, Transcription and Certification of students.

· Reporting to Head Office & Head of Centre.

· Updating and maintaining the software.
· Assisting Auditors during audits and handling bank transactions.

	Company
:
Malayil Resorts Pvt. Ltd.
Location
:
Trivandrum, Kerala – India
Duration
:
April 1996  to May 2000
Designation
: 
Executive Secretary to Managing Director


	· Draft and execute all outgoing correspondence, circulars, memos, company profile, tenders/quotations, pricelists, purchase orders, invoices, contract agreements etc.

· Arrange meetings with customers, suppliers and Government officials.

· Maintain confidential reports, correspondence, files of MD and Senior Executives.

· Deal and Market Timeshares.

· Arranging Travel Plans and hotel arrangements for Management, senior executives and company delegates.



	Company
:
Maratha Light Infantry Regimental Centre (Regiment of the Indian Army)
Location
:
Belgaum, Karnataka – India
Duration
:
April 1991  to April 1996
Designation
: 
Executive Secretary to Deputy Commandant


	The Maratha Light Infantry Regimental Centre is an elite regiment of the Indian Army, headquartered in Belgaum. The Regiment accommodates 3000 personnel and 1000 floating population.
· A very busy and hectic Secretarial Duties including typing, shorthand, Fixing appointments, engagements, meetings and business conference, Arranging travel plans for senior officers, handle office correspondence independently and produce draft replies where required

· Handling documents including confidential papers and files both official and personal.

· Archive medical reports of Senior Officers and Subordinate Staff.

· Coordinating with senior officers for arranging large-scale conferences and reunions.

· Follow strictly the laid down office procedures of the regiment.  Had to work on time bound plans to meet targets and deadlines independently

· Handle personnel and subordinates and extract and execute work through them.



	

	

	1985-1988
Bachelor of Commerce

University of Mysore, Karnataka, India
1980-1985
C.B.S.E. Board

Studied in various states in India as parent was a civil servant.


	

	· Advanced Diploma in Network Computing from N.I.I.T. (National Institute of Information Technology), India – 1998 to 2000 
· Computer Languages : C++, Java, VC++, HTML
· Operating Systems: Windows NT/95, Unix, Windows 98
· RDBMS: Sybase, Ms Access
· Other Basics: Software Engineering, FrontPage, JDBC & Internet


· Ms Office Applications (Word, Excel, Outlook, PowerPoint, Access) 
· iProcurement – a supply management application

· Sr. Grade (Shorthand & Typing) from KSEEB (Karnataka State Elementary Education Board), India – 1989 & 1993
· Trainee in Canara Bank, Karnataka, India, - 1984 - 1985
	


	Nationality

:  Indian 

Sex


:  Female
Marital Status

:  Married
Visa Status

:  Husband’s Visa
Languages

: English, Hindi, Kannada  (Read, write and speak fluently)
Known

  Malayalam, Tamil, Telugu  (Speak)
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