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“Looking forward to serve as an Executive Secretary in an esteemed organization & carry professional growth & contribute same towards the Co.”
I am an experienced, confident, and hardworking Executive who has strong hands on knowledge and impressive track record. Proven ability to successfully analyse an organisation’s requirements and deliver the required arrangements & effort accordingly. Professional & well Diplomatic communication skills help me to excel in my area & perform better. Carry a throughout high performance standards with a diverse range of administrative functions. 
Educational Credentials
Commerce Graduate: Indira Gandhi National Open University (IGNOU)
Additional Qualification:
Hands on with Excel, MS Word & Internet.
“PROFESSIONAL EXPERIENCES”
Forever Precious Jewellery & Diamond Ltd.- Ahmedabad (India)
Executive Secretary to Managing Director – June 2011 to December 2012
Forever Precious Jewellery & Diamond Ltd. (Group of Su-Raj Diamonds & Jeweller Ltd.) supplying an extensive range of fine jewellery and accessories to the country’s most quality conscious Jewellers and jewellery manufacturers. It is a leading corporate for designer & custom jewellery in India with collections featuring the most exquisite designs. 
Roles & Responsibilities;
· Managing all diary arrangements and coordinating a busy agenda. 
· Liaising  with Senior Management and VIP Guests regularly. 
· Connect the required dots between the MD & other staff & Sr. Departmental Heads. 
· Discuss, Plan & Organise meetings, travels schedules and accommodations at respective location. 
· Stay connected with High End confidential Meetings and prepares the minutes and reports. 
· Handle the responsible Multiple Projects Completion Task with MD.
· Reviewing confidential documents with utmost discretion. 
· Preparing for all situations in order to ensure the office runs smoothly. 
· Liaising & Handling the clients and suppliers on behalf of MD.
· Coordination / follow-ups for ongoing Legals on MD’s behalf and keeping records of the same.
· Maintaining records of local & overseas correspondence.
Betec Cad Ind. (FZC) - Dubai
Executive Secretary to MD - October-2006 to Nov-2010
This is one of the leading manufacturers of HVAC products (Heating, Ventilating & Air Conditioning products) in the U.A.E. since more than a decade. I worked as a Customer Care Executive & Executive Secretary to M.D. It was a very good & Professional atmosphere to be in, and to deal with local and International Customers & Suppliers.
Roles & Responsibilities;
· Coordinate the flow of information both internally and externally
Prepare and manage correspondence, reports and documents
· Supervising any support staff and ensuring all office policies and procedures are being implemented.
· Organising meetings, travel schedules and arrangements hotels. 
· Coordinating for International purchases and sales on MD’s behalf.
· Dealing with leading int’l laboratories e.g. UL (USA), AMCA (USA), ETL SEMKO (USA), CERTAIRE (UK), etc. for testing, approvals and certification.
· Maintaining records of purchase, testing and certification of the products.
· Dealing with leading Int’l Suppliers e.g. Sinko – Japan & Taiwan, Ebara Shinwa – Thailand, etc. and clients on behalf of MD
· Looking after costing of the products on MD’s behalf.
· Correspondence with Potential customers for higher volume of business.
· Reporting to M.D. for complete operation.
Godrej & Boyce Ltd.
Executive in charge - Service Centre (Appliance Division)- July-2005 to Sep-2006
This is one of the well known and leading groups of companies dealing in Home Appliances in all over India. I started working as a back office Executive in the Company and in a short span of time with my work I was able to convince my management and get promoted and to look after Service Centre complaints (Appliance Devision) as a Executive in charge to a team of 40 people for Ahmedabad Territory and was directly on the payroll of the Company. 
Roles6 & Responsibilities;
· Making daily reports.
· Making quotation.
· Handling full replacement complains for Ahmedabad Territory.
· Finding the genuine reason if required replacement.
· Getting approval from H.O. for replacement.
· Responds to requests for information and complaints, refers matters to appropriate staff and/or takes or recommends action to resolve the request or complaint.
· Reviews, determines the priority and routes incoming correspondence, reports, requests and instructions; handles or refers matters as directed.
Eureka Forbes LTD. (Ahmedabad)
Customer Care Representative - Jan-2003 to June-2005
Eureka Forbs LTD. is again one of the well-known home appliances company in India. I worked as a Customer Care Representative and effectively reduced the ratio of complains which was given us as a target. 
Roles & Responsibilities:
· Handling Walk-in Customers. 
· Understandings client’s requirements and coordinating with technicians.
· Allocating complains to the technician territory wise.
· Logging all the complaints in the system, updating the status and close it once it is resolved.
· After sales service.
· Giving daily reports to higher authorities.
Personal Details
Date of Birth

: 19th November 1984
Gender

: Female
Marital status
: Married
Languages Known
: English, Hindi, and Gujarati
Nationality

: Indian
Visa Status

: Husband’s Sponsorship 
Driving License
: Holding a valid UAE driving license
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