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Address: Burdubai, Dubai - UAE
Middle Management: General Administration
Senior administrative professional exploring over 15 years of experience in general administration, secretarial practice and hospitality; exploring challenging assignments with a professionally managed organization. Core competencies include…

	· General Administration
· Vendor & Client Interaction

· Compliance Management

· Secretarial Service


	· Correspondence Management 

· Document Control

· Hospitality Management
	· Troubleshooting & Issue Resolution

· Client Relationship Management
· Cross Functional Team Coordination


· Proficient in management of various administrative functions including preparation of transmittals, monthly reports, and interoffice  memos

· Demonstrated ability in scheduling & maintaining  appointments; preparing correspondences and coordinating travel arrangements

· Skilled in evaluating documents and reports received from various internal/ external entities encompassing technical regulations, guides and code of practices, general correspondences and press releases

· Proven ability in identification, analysis/ closure of process gaps, design/ development of formal/ informal training sessions aligned to organizational requirements

· Well versed in aligning course contents to industry/ market trends, evaluating impact of learning solutions against key business parameters

· Capable of creating and sustaining a dynamic environment that fosters development opportunities and motivates high performance amongst team members


Professional Details
	Petrogas Piping Middle East FZCO, U.A.E
	Nov 2009 till date


Role: Executive Secretary to the Group President (Jan 2014 till date)
· Accountable for providing administrative support to the Group president

· Complete responsibility of travel itinerary including tickets, hotel, transportation etc.
· Responsible for all payment used by Company's Credit Card, issuing service request for payment and handling bank statements
· Arrange meeting with branches and prepare agenda for meetings
· Coordinate office management activities including preparation of office budget

· Assist HR Manager in recruiting, interviewing & hiring staff
· Prepare and analyze statistical reports and submit the same to the senior management for effective decision making
· Handle highly confidential documents and protect confidential information of the organization
· Work as a main point of contact between Head Office and Branch Offices in other countries
· Allocate/delegate work to appropriate staff members
Role: Admin and Front Office Executive (Nov 2009 – Dec 2013)
· Assisted the HR department in maintaining updated records of employees and other statutory details
· Managed day to day administrative activities related to maintaining records of Stationery (inward & outward), printing, scanning and other correspondence work etc
· Collaborated with clients and support teams in organizing meeting/ conferences based on business/ operational requirements
· Coordinated travel logistics and hotel booking for guests as well as clients

· Ensured compliance to organizational policies & procedures in day to day business transactions 
· Managed front office activities and optimize utilization of drivers 

· Consolidated/ submitted resumes and reports to the HR Manager to enable effective decision making
· Focused on day to day procurement based on office requirements, preparing/ obtaining purchase order and getting approval, and maintained the record of the same.

· Maintained updated knowledge of major computer applications related to work like Microsoft Word, Excel, PowerPoint, Outlook, Internet and ERP
	Specialist Group, U.A.E
	Aug 2007 – Aug 2009

	Front Office Executive
	


Responsibilities
· Involved in drafting written correspondence, invoice and administrative reports for department manager
· Set up Electronic Mail system for field staff to expedite communication and decision making process

· Standardized department filing system enabling secretarial staff could easily locate information in any filing center
· Assisted in payroll preparation and entering data on keypunch machine
· Catered to telephone calls, coordinated interview and managed office correspondence 

	VLCC, Jumerah, U.A.E
	Jan 2006 – Dec 2007

	Accountant & Front Office Executive
	


Responsibilities
· Managed branch accounts, set up appointments and managed office correspondence
	Figures N Features, Hyderabad – India
	Sep 2004 – May 2005

	Branch In charge & Counselor
	


Responsibilities
· Set up appointments with doctors and scheduled workout programs
· Maintained updated customer database, listed health programs & beauty therapies
· Prepared/ presented various status reports to the senior management to enable effective decision making

Earlier Experience
· Hero Honda, Hyderabad - India ~ Customer Care Executive ~ Nov 2002 – Aug 2004

· La-Belle, Hyderabad, India ~ Front office Executive ~ Sep 2001 – Oct 2002

· Hi-tech Cure, Hyderabad – India ~ Front office Executive ~ Sep 2000 – Feb 2001


Academics
· Diploma in Human Resource Management, University of Dubai

· Diploma in Accounting Packages (Tally, Focus, Next Generation, Wings ERP..)

· Diploma in Therapist

Date of Birth: 29th January 1983 ~ Language Known: English, Hindi and Urdu ~ Nationality: Indian
Visa Status: Employment Visa valid till 2015
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