
[image: image1.emf]Abdul 
Contact : C/o 0505891826
E-Mail : abdul.27001@2freemail.com 
Objective : 

Seeks employment as Office Manager / Executive Assistant with the Company-defined duties/functions to the High Caliber Executive such as Office Management, HR & Administrative service functions, etc.

Career History

June 2006 to till date

      Saudi Arabian Mining Co. (Ma’aden), Riyadh, KSA 

As Executive Assistant to the Vice President, Corporate Control
Responsibilities :
· Receive all incoming letters, inter-office memos, faxes, and also letters from Ministry.

· Circulate letters, memos, faxes and documents as per instruction of the Executive Director.
· Convey vital business communications while Executives’ on international trips

· Handle typing of variety of office documents.

· Screen visitors and telephone calls 
· Handle Executives’ diary

· Organize and attend Meetings and take Minutes.
· Arrange Executives’ hotel bookings & Air Tickets

· Handle embassy visa application/s

· Consolidate Quarterly Reports for the Department 

· Handle confidential documents such as Employment Contracts, Department Budgetary Planning etc.

April 1997 to May 2006             



       DAMAC Holding, Dubai, UAE
As Executive Secretary to the General Manager – Restaurant Division

And as Executive Secretary to HRD
Responsibilities :

As Executive Secretary to GM 

· Drafts, prepares and types variety of correspondence, memos, letters, reports, etc.

· Receive and screens incoming mails and route to the concerned staff. 

· Scheduling and arranging meetings for the General Manager.

· Hotel and travel arrangements for the business / personal trips of the General Manager.

· Maintains confidentiality of all information and correspondence.
As Executive Secretary to HR Dept.

· Preparation of employment offers.

· Preparing personnel files, maintaining and updating the same.

· Preparing of annual/emergency vacation and final settlement of all the employees of Dubai area office.

· Placing advertisements free/ paid in the local newspaper according to vacancies.

· Receive CVs through advertisement and segregate category-wise. 

· Short-listing CVs based on required criteria, qualification, experience, age and stability in previous companies and provide for Manager’s review.

· Arranging interviews as required by interviewer/ board and preparing schedule of interviews.

· Liaise and follow up with Administration Dept. on New visas / Visa transfer/Exit.
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May 1994 to April 1997                         Saudi Strategic Storage Program, Riyadh, K.S.A

As Secretary to the Manager, Engineering Department. It was a prestigious Multi - Million Dollar Petroleum Storage Project under the control of Ministry of Defense, K.S.A. 

Responsibilities:
· Co-ordinate with other departments of the project viz., Procurement, Administration, Personnel / Manpower, Construction Management, Planning etc.,

· Planning out well in advance the programs of day-to-day affairs of my superiors.

· Managing both incoming and outgoing telephone calls / faxes etc.
August 1993 to May 1994






     IDEA Ltd, India

As Secretary to the Manager, Procurement 

RESPONSIBILITIES:
· Making correspondence with contractors / suppliers independently.

· Taking down dictations, fixing appointments, attending calls, handling telex, faxes and e-mail, co-ordinate with other departments.

January 1992 to January 1993




       Computer Care, India

As Stenographer 

RESPONSIBILITIES:
· Handled all incoming and outgoing telephone calls / faxes etc.

· Handled correspondence independently.

· File keeping and other office routines.   

PERSONAL DATA.
Date of Birth

:
13 June 1968

Nationality

:
Indian

Driving License
:
Saudi driving license valid until 26-6-2012
Mobilization period
:
Two months
QUALIFICATION 

Academic
 
:
B.Sc – Physics from Madras University, India (1991)

Technical

:
Passed English Shorthand 120 WPM





Possess English Typing speed: 70 WPM

Proficient in

:
MS Office Packages





MS Word, Excel & Power Point 





Internet / E-mail
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