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Administrative support professional offering versatile office management skills strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to multi-task priorities and meet tight deadlines without compromising quality. Can work efficiently even with minimal supervision. Well-equipped in using Microsoft Applications such as MS Word & Excel. Accustomed to changes, fast learner and hardworking. With experience in organizing and facilitating activities.
Effective and results-driven individual seeking a Secretarial/Administrative Assistant position. Utilizing exceptional secretarial skills and highly organized approach to improve the overall efficiency of your institution
Bachelor of Commerce – Mumbai University – 2002-2003
Higher Secondary School - Mumbai University   1999-2000

S.S.C from Mumbai University 1997-1998

Secretary Experience Abroad: Administration, Reporting & Passenger Service

	Experience
	25th January 2012 – 4th May 2015 with Princess Cruises Passenger Ship, 
Secretary to Hotel General Manager, Administration & Hospitality
· Personal Secretary to Hotel General Manager for Princess Cruises, United States of America
· Formulate admin processes, policies and drive implementation of approved plans as per guidelines by ensuring cost efficiencies.

· Schedule meetings (weekly, monthly, quarterly & yearly) & take meeting minutes & distribute information to the committee.

· Collating reports from all revenue departments and preparing final report for Head office in LA. 
· Preparation & submission of Month end financial cruise reports
· Coordinate with Human Resource manager with the Employee development programs. Organize staff training sessions, workshops and engagement activities in conjunction with management and corporate office.
· Arrange the Revenue meeting & closely work on the Revenue suggestions so as to maximize the overall Revenue performance.
· Relay accurate information through phone conversations, messages, emails and other forms of communication, directing visitors, filing, faxing, etc maintain all Records for all cruises and ensure confidentiality of the same is adhered to and also prepare Air waybills via FedEx
· Assist with, inventories, track, and manage distribution.
· Proper Organizing & implementations of the Rewards & Recognition programs.
· Accurately completes General office duties (e.g. collating & sorting).

· Responsible for checking / inspecting Office Facilities on a regular basis and bring any anomaly to the notice of the Supervisor.
· New strategies & implementation of the same.

· Accurate Contact Management across categories - clients, personal.
· Planning, Organizing, Directing & Controlling of all operational activities.

22nd April 2010 – 22th March 2011 DNATA Cargo Services (Dubai International Airport) Cargo Warehouse Operator.
· Worked as a Cargo Import assistant based in Dubai Cargo Terminal.
· Providing quality service to passengers on daily basis, processing required paper works for passenger cargo collection.

· Performing multi task jobs combining responsibilities of a warehouse operator and a junior cargo assistant

· Providing administration paper works to relevant airlines in relation to the cargo offloaded.

· Handing dangerous good and Personal effects, automobiles etc.
· Responsible to Cargo breakdown according to the Airline manifest & build up according to the Aircraft load plans.

· Certified by Dubai Emirates Aviation College for Dangerous goods and Cargo Product knowledge and documentation
10th May 2008 - 02nd August 2009  HUTCHISON( 3 GLOBAL SERVICES ) 

· Working as a Senior Customer Finance Advisor for a UK based operations related to collections Debt Collections
· Handling inbound portfolios, Assisting Customers in collections towards their outstanding phone bills.
· Monitoring Customers payment history efficiently & advising consequences that may affect credit rating
· Continuous monitoring the Dialler call files & the closely monitoring Answering machine, AGENT CONNECTS
· Monitoring BREAK adherence on the floor (including team meets, coaching & any other exceptions.)

· Analysing dashboard & updating the same to all the managers with weekly review comments in it.

· Analysing the performance on a DAILY basis & then comparison of the same with weekly, monthly & yearly.
· Maintaining INBOUND SERVICE LEVEL by coordinating with managers on the floor.

· Closely interacting with Operations, Client servicing and IT department; reporting to the Managers.

11th March 2007 – April 2008 Sutherland Global Services (Hewlett Packard)
· Worked as a Senior Customer Service Executive cum Sales Advisor for HP Pavilion.
· Configuring Laptops & Desktops from hardware to software for Home, Personal or Business use.
· Providing appropriate accessories to the customers purchase as upselling.

· Meeting monthly target of conversion rates.
19th January 2006 – 1st March 2007 - WNS Global Services (Travelocity)
· Sr. Customer Service Associate – travel agent over the phone
· Booking Flight, Hotel & Car reservations for customers from United States

· Co-ordinating with United Airlines & Delta Airlines for special requests example, Meal, Infant physically challenged passenger seats.
      

	Tech Skills
ADDITIONAL CERTIFICATION

	       Microsoft Office : Microsoft Word, Microsoft Excel, Outlook, Lotus Notes & Internet research
· Certified by Dubai Emirates Aviation College for Dangerous goods and Cargo Product knowledge and documentation
· Personal Safety & Social responsibilities with Mumbai Maritime Training Institute
· Elementary First Aid with Mumbai Maritime Training Institute
· Personal Survival Techniques with Mumbai Maritime Training Institute
· Fire Prevention & Fire Fighting with Mumbai Maritime Training Institute

	POSSESION 


	       Valid Indian Passport until 2021 
       Valid USA C1D Visa Until 2016

       Valid Bermuda Seaman Book valid until 2021

	Strengths
	       Eye to detailing 
       Leadership skills and Analytical ability

       Ability to multi-task
       Always a team player
       Positive attitude
       Quick learner
       Taking feedback positively and working on it

	Hobbies 

ACHEIVMENTS 
	      Travelling, Currency collection, Listening to music and gaming.
      Sports: Football & Adventure sports
· Danzas AEI Emirates LLC, Dubai – August 2010 – Appreciation email for Excellent Support and assistance in Cargo clearance
· 3G Global Services - Best Team Player recognition for 2 month, October 2008 & March 2009 October.

· WNS Global Services – Customer Appreciation Recognition Certificate for Outstanding Customer Service 
· 1993-1994 & 1995-1996, Certificate for Social Service in Raising funds for destitute, distressed, Disabled & handicapped  in India
· Travelled 52 Countries, 100 destinations & 65 Exotic Islands around the World.


