Sushma 
Profile
A self-motivated and organized individual, with over ten years’ experience in Office Management. I have a pro-active approach to work along with strong negotiation and decision making skills. Competent in prioritizing and completing tasks in a timely manner, yet flexible to multitask when necessary.
Personal Skills

	· Self-drive: Determination to get things done; constantly looking for better ways of doing things

· Flexibility: Adapt well to changing situations and environments
· Teamwork: Work confidently in a multi-cultural environment

· Integrity: Adhere to standards & procedures, maintain confidentiality

	


Key Skills

	Office Management

Teambuilding & Supervision

Staff Development &   

Training

· Policies & Procedures 
Manuals

	Accounts Payable/Receivable

· Payroll 

· Meeting & Event Planning

Inventory Management

Expense Reduction
Event Management
	


Experience

	East FZ-LLC Dubai, U.A.E.
	August 2007 to January 2016


Office Manager
Single-handedly manage all the administrative, project management and day to day running of the office and supervising a team of two administrative staff professionals. Reporting to the Vice President and supporting the Board Members of MEA and Senior Vice President. Also member of the Dubai office Management team.
Key responsibilities include: 

· Event management of the First Data Client Forum 2016 in Dubai(including logistics, budget, printing, invites, venue selection and coordination)

· Project management and set up of the first office in Dubai from registration to fit out.

· Manage and administer induction programme for new employees. Responsible for relocation formalities for staff and families including visa processing 

· Point of contact for HR at the regional office in Dubai for anything employee related including employee grievances, payroll.

· Ensure compliance of different programmes including Anti-Bribery, Business Continuity Plan,

· Travel & Expenses, Health & Safety and various internal policies.

· Co-ordinate with free zone management for license, lease, car parking renewal and any such matters concerning the office/staff.

· Ensure prompt payment of Payroll and Travel expenses. Point of contact for HR, Finance and Legal departments. 

· Prepare legal documentation such as resolutions and POAs for the company. Negotiate contracts with various vendors and suppliers. 

· Manage petty cash/vendor payments. Maintain control on stock and office supplies and thereby reducing expenditure.

· Supervise the smooth working of the office and general office administration. 

· Organise events for the office for the annual kick off, Iftar, Christmas including charity fundraising events. 

· Staff management of the Team Assistant, Office Assistant and PRO
	Sovereign Corporate Services,(Sovereign Group), Dubai, U.A.E.
	July 2002 to July 2007


Office Manager, May 2005 to July 2007
Administrator/Personal Assistant, July 2002 to May 2005

During the five year tenure with the company I was promoted to Office Manager, thereby responsible for coordinating all office functions and supervising a team of twelve administrators, reporting directly to the Managing Director.

Key responsibilities included: 

· Direct sale of offshore companies in various jurisdictions for existing and new clients. Provided superior customer service to enhance repeat business.
· Facilitated corporate and personal banking services, credit cards for clients and carrying out transfer instructions.
· Managed day-to-day business execution and ensured effective funds utilisation for office maintenance requirements. Analysed and developed new Filing system procedures.
· Responsible for structuring companies, documentation included special resolutions, share certificates, power of attorneys, minutes.
· Managed a team of twelve administrators.
	Speedwings World Network Services (British Airways), 
Mumbai, India
	August 1999 to February

                             2002


Revenue Management and Electronic British Airways Support Executive
Key responsibilities included: 

· Provided customer support to Executive Club members and passengers with customer queries on all British Airways products from the Middle East, North Africa, South Asia, Central Asia, United Kingdom and the United States.

· As the Shift-in-charge, delegated workload, supervised customer responses, trained staff on multi-functionality and always maintained a team player attitude.

· Performed regular quality audits on staff work, practiced and promoted Quality procedures in order to ensure work of a high-prescribed standard.

· Worked under pressure, especially during the aftermath of September 11, 2001. 

Education

· Diploma in Office Automation from National Institute of Education & Research, Mumbai, India  














–1999

· Diploma in IATA – UFTAA from Geneva – 1999

· Bachelor of Arts from University of Mumbai, India – 1998

Professional Qualifications
· Full Bronze level Medal Standard in Social and International Standards of Ballroom Dancing from Arthur Murray Dance Schools, U.S.A. Achieved Grade A+ with 99.5 %. – 2013
· BTEC Professional Diploma (Edexcel, UK) in Fashion Design at the Centre for Executive Education, Dubai, U.A.E. Obtained a Distinction in Fashion techniques and processes. –2006. 

· Communication Skills Course from World Network Services, Mumbai, India – 2001
· Time Management Course from World Network Services, Mumbai, India – 2001
· Total Employee Involvement Programme from S.I.E.S College of Management Studies, Mumbai, India – 2000
· Public Speaking Course from Indo-American Society, Mumbai – 1998
· Spanish language Course from Eton Institute, Dubai – 2015 
Computer Proficiency
· Microsoft Office 

· Extensive usage of Outlook Express, Emails & Internet

Interests
· Secured 02nd place in Standard American Ballroom Championship and 04th place in Standard American Rhythm Championship at the Empire State Dance Sport Championships 2012 in New York, U.S.A.
· Cast in the production of the hit musicals ‘Joseph and the Amazing Technicolor Dreamcoat’ and “The Wizard of Oz” by Popular Productions performing alongside the West End cast at the Madinat Theatre, Dubai, U.A.E.
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