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	Objective
	Seeking challenging assignments which will utilize my professional experience and knowledge to achieve company objectives and grow with it.”

	Skills & Abilities
	· Have a good initiative taking personality and am capable to handle multi-tasking assignments.

· A very flexible team player.

· Target oriented work culture, with ability to handle high stress levels with the virtue of patience. 

· Good Communication, Creative and Coordination skills.



	Experience
	Secretary to Regional Manager-G,ME&A, Air India
April 2008 – Till date
Job Profile

· Handling commercial activities of online and offline stations of Air India and Air India Express in Gulf, Middle East and Africa. 

· Handling of Special VVIP charter flight – taking care of all commercial aspects such as Ground Handling, Catering, Accommodation& Transport.
· Preparing the Barter/ transportation service contracts for promotional deals.
· Preparing tender documents for Crew layover at various stations & assisting the technical and financial committee with the reports. 
· Monitoring the validity of all commercial contracts of all stations and initiate necessary action to get the contracts signed before expiry. 
· Prepare responses to correspondence containing routine inquiries.

· Prepare and record employees’ personal information, attendance and time off.

· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.

· Open, sort, and distribute incoming correspondence, including faxes and email.File and retrieve corporate documents, records, and reports. 

· Review and summarize miscellaneous reports and documents; prepare background documents and outgoing mail as necessary

· Preparing presentations for seminars & meetings

· Prioritize and manage multiple projects simultaneously, and follow through on issues in a timely manner

· Coordinating with all the stations of the region for various reports(fortnightly & monthly)  and compiling the same to forward to Headquarters
· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.

· Coordinate the flow of information both internally and externally
· Prepare business memos/letters
Operations assistant, Utmost Group, Dubai 

January 2004 – June 2007
Job Profile
· Preparing SQL queries for generating reports from database as requested by the users.

· Updating the master database for new projects and productions. 

· Weekly and monthly processing of reports

· Preparing excel reports & PowerPoint presentations

· Downloading data from Unix system and convert to the format compatible to the users

· Helping users in solving issues on Ms-office and related. 

· Filing and maintaining the database of installed units in the group. Maintaining the time access control database.

· Preparing time access reports if any query comes (regarding the in-time and out-time)

· Giving trailing to newly joined employees in other departments to get them familiarized with the system.


	Education
	· B.Sc Computer Science from Kerala University.
· Diploma in Instrumentation Technology from Kerala State Board of Technical Education

· Computer Operator and Programming Assistant course from NCVT

Proficient in Programming Languages (C,C++), Packages (SQL, Oracle) and also proficient in MS Office and Visual Basic.

· Attended the Intel’s training course and was also selected as the Master Trainer 

	STRENGTH
	· Enthusiastic team player who can be a valuable team member.

· Excellent communication, leadership and organizational skills.

· Highly self-motivated and able to set effective priorities to achieve immediate & long-term goals and meet project & operational deadlines.

	pERSONAL iNFORMATION
	Nationality

:
Indian 

Date of Birth

:
20.03.1979

Marital Status

: 
Married

Sex


:
Female

Visa Status

:
Residence  Visa

Languages Known
:
English, Hindi 
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