Name 

: Michelle



Profession 
: Executive Secretary 
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PROFILE

A highly enthusiastic and well-organized Executive Secretary, with major experience in Finance, self-motivated with a positive attitude. Hallmarks are proven team skills, an innovative approach to problem solving with clear planning expertise. Fluent in English and Portuguese. Confident and result oriented personality with 15 years of experience in the Middle East.

PROFESSIONAL EXPERIENCE

BEAUTY WORLD

Temporary position: Translator for Brazilian Client – Balm Cosmetics

Tenure
: 3 days during Beauty World 
AL TAYER GROUP LLC Dubai, UAE (Head Office)

Temporary position: Executive Secretary to the CFO

Tenure
: Currently 
Digital Displays & Devices Ajman, UAE.
Position 
: Company Administrator

Tenure 
: 1.5 Years March 2012 to Present.

AL TAYER GROUP LLC Dubai, UAE (Head Office)

Position 
: Office Service Executive to the Group Finance Director.

Tenure 
: 3 years (March 2008 – March 2012)

LAMNALCO LIMITED  Sharjah, UAE
Position 
: Executive Secretary to the Group Finance Director.

Tenure 
: 9 years (July 1998 – February 2006)

TEEKAB Sharjah, UAE

Position 
: Secretary to the Sales Manager.

Tenure 
: 1 Year (1997)

African & Eastern Dubai, UAE

Position 
: Secretary to the Promotional Manager.

Tenure 
: 1 year (1995)

KEY ACHEVEMENTS

· Re-organized the filing system at Lamnalco and Al Tayer Group, to be in line with the computerized age.

· Re-Vamped the cheque collection and delivery system to improve the efficiency by 75%

· Conducted meticulous investigation for all unwanted files which were safely shredded with the mechanical shredding machine – processed shredding under my supervision for around 5ton of paper.

JOB EXPERIENCE

· Report directly to the Group CFO assisting in his day to day activities in reply his business emails by way of online typing and direct correspondence.

· Access emails in employer’s absence, update him of the urgencies and act on behalf of.

· Maintain calendar of scheduled meetings, diary updates, personal documents & financial matters. Arrange appointments with high profile multiple individuals, CEO’s of Major Company’s, Investors, Senior Bankers and Government Officials.

· Arrange international appointments, produce travel itineraries, process visas, tickets and process expense claims.
· Arrange Board Meetings, Produce accurate board-packs, board resolutions and Annual General Meeting’s when necessary and distribution in a timely manner.

· Arrange and attend company board meetings, produce accurate minutes and distribute in a timely manner.
· Coordination with various banks for opening of accounts for the group companies, monthly overdraft interest, liaising with the printers/banks for cheques and routine matters, coordination with the banks for set up of POS machines (600 retail outlets).

· Organize documents to set up of new companies in UAE and GCC Countries to obtain Trade Licenses/Commercial Registration, attestations, Memorandum of Association, Power of Attorney, etc. 

· Liaise with legal advisors for necessary procedures concerning the Group and obtaining lawyers confirmations for audit purpose.

· Coordinate with insurance companies for covers/credit notes in respect of group insurance policies and stocks.

· Coordinate with External Auditors for Audited Financial Statements.

· Coordinate Bank Confirmations, Lawyers Confirmation for the Financial Year every year.

· Administration duties include receiving and scrutinizing calls. 

· Maintain updated company records/files like terms of agreements, trade licenses, audited financials, banking facilities.

· Maintain company’s confidential documents in an efficient and ‘sensitive’ manner, & interface with high-level confidential contacts.
· Prepare signing mandates for accounts, obtain online facility for users and prepare standing instructions for 205 local and GCC bank accounts.
· Controlled all Corporate Credit Cards for senior Managers, by way of applying, deleting, replacing and other necessary requirements.

· Have maintained excellent relations with most UAE AND GCC banks, and managers.
· Maintain accurate and update information in a confidential filing and retrieval system.

· Assist Company Secretary in Statutory matters and update Signatory Panels for bank accounts.
EDUCATIONAL QUALIFICATIONS

· High School Perpetual Succor Convent, Goa, India 1986. 

· Bachelors Degree in Science, Goa University, India 1991.

· Medical Lab. Technician (PG) Diploma Bangalore Board of Education 1992.

PROFESSIONAL TRAINING

· Secretarial Certificate 

· Basic Computer Skills Certificate 

· Management Skills for Executive Secretaries Certificate

· Excel 2000 Advanced Certificate

· Basic Life Support Training Safety Certificate

· ISO 9001:2000 Appreciation Program Certificate

· Health & Safety Program Certificate

· Problem Solving & Decision Making Certificate

· Training on How to Communicate Certificate

PERSONAL DETAILS

Nationality 

: Indian

Marital Status 
: Married

Children 

: One

Visa Status 

: Husband Sponsorship

Languages 

: English, Portuguese.

Driving License 
: UAE + INDIA

Email 


: michelle.369327@2freemail.com 
References available upon request.
