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SHAILA 
Shaila.369733@2freemail.com

OBJECTIVE:
To use my experience and professional skills, to acquire a position with greater responsibilities and challenges for a long term career in a reputed organization.

PROFESSIONAL SUMMARY: 
· Manage Senior Manager’s meetings – internal as well as external, and travel commitments to minimize conflicts and optimize his productive time.
· Maintaining the records of various supplier samples/ quotes/ invitations/ seminars along with coordinating their meetings with seniors in Food & Beverage Kitchen. 

· Constantly been handling information of highly confidential nature. 
· Excellent verbal and written communication skills to deliver ideas in a concise and clear manner.
· A highly effective team player who understands the value of working together towards a common goal.

CORE COMPETENCIES:

· Proficient in the use of Microsoft Word, Excel, PowerPoint, Outlook, Microsoft Internet Explorer, Intranet, Business Writing & Electronic Correspondence, Internal Memoranda, E-Mail.
· Food & Beverage Materials System (generating Purchasing and General Stores Items) – Radisson Blu Hotel Dubai Deira Creek.

· Civil Soft Refresher Training for Pay roll – Radisson Blu Hotel Dubai Deira Creek

· Certified Human Resource Professional from American Certification Institute, USA.
PROFESSIONAL EXPERIENCE: 
Secretary, Prime Tankers LLC Karama, Dubai, United Arab Emirates 

July 2013 to date.

Secretary in Operations & Administration Department:
· Carrying out the entire secretarial work like attending telephone calls, taking down messages while the Operations, Technical and Purchase Teams are out of the office.

· Assisting Operations with supply of Provision and Port Entertainment for 12 Bitumen Tankers operating trading in Iran, India, Malaysia, Singapore, Bangladesh, and Jeddah, Yemen.

· Maintaining appointment schedule of Managing Director in coordination with Executive Secretary.
· Arranging Travel Itinerary for the Managing Director and family and staff members.
· Arranging Hotel Accommodation for Captains, Managers etc.
Kitchen Coordinator, Radisson Blu Hotel Dubai Deira Creek, United Arab Emirates
June 2010 to June 2013.

Kitchen Coordinator / Secretary in Food & Beverage, Kitchen Admin. To The Director of Kitchens (16 Restaurants including Main Kitchen):

· Preparing Budget reports by coordinating with various departments like Central Purchasing, Accounts, Human Resources etc.
· Carrying out the entire secretarial work like attending telephone calls, taking down messages while Director of Kitchens is out of the office.

· Maintaining appointment schedules of Director of Kitchens with the staff, corporate clients and executives within the company.  Attending Meetings and preparing the minutes of the meetings and follow up of the same.
· Designing and maintaining the entire filling system of Director of Kitchens’ office both on computer and manually.
· Coordinating with Executive Sous Chef, Sous Chefs in typing Menus and Recipes for Festive Season, for Banquets Outdoor Catering. Assisting Chefs participating in The Emirates Culinary Guild Competitions during Dubai Summer Surprises and Salon Culinaire by typing Recipes for them.
· Preparing Experience Certificate for Staff who have resigned.

· Maintaining Kitchen & Stewarding Payroll, Annual Leave Postings through Civil Soft System and Sous Chefs Work Schedule.

· Maintaining HACCP Files for Hygiene & Safety Audit.
· Maintaining General / Purchasing Stores Items through Rezpin and FBM.
Secretary, Emirates Flight Catering Co. LLC. Dubai International Airport, United Arab Emirates 

November 1999 to May 2010.
Secretary to the (AVP):

· Assisting AVP in preparing Budget reports by coordinating with various departments like Central Purchasing, Main Stores, Accounts, GM’s office, Engineering, IT, Hygiene and Safety, Production Manager, Human Resources & Customer Relations Department.

· Managing Menu Presentation lists, assisting AVP with Divisional Quality Manual besides usual secretarial duties like undertaking administrational roles including preparing letters, presentations, memos & reports or establishing, maintaining and updating filing systems both on computer and manually in an effective Manner.

· Coordinating with department heads, working on special projects, and applying the quality policy and quality systems established in accordance with ISO 9001-2000, international standards.
Secretary, Mayfair Hotel, Deira, Dubai, United Arab Emirates
April 1998 to August 1999.
Secretary to the Financial Controller:

· Follow up with corporate companies for payments, taking care of Banking Transactions.
· Keeping records of all cash receivable and payables.

· Booking staff tickets and issuing LPO to the Travel Agent.

· Taking dictation from Financial Controller/ Cost Controller, Purchasing Manger and other related departments with regards to day-to-day correspondence.

Food and Beverage Secretary and Banquets coordinator, Imperial Suites Hotel, Bur Dubai, United Arab Emirates
June 1992 to December 1996
· Booking Banquet Functions, Conferences within the Hotel & Outdoor Catering Functions, attending Customer enquiries, coordinating with Sales Department regarding confirmation of Bookings.

· Attending phone calls, providing information / assistance to the Customers about the various Food, Beverage and Banqueting Service within the Hotel.
· Coordinating with Housekeeping, Food & Beverages, Accounts, Security, Health Club and other related departments regarding various day-to-day activities and Customers queries about on-going Functions, Events and Promotions.
· Taking dictation, typing Letters, Quotations and faxing them to Potential Customers and Guests.

ACADEMIC BACKGROUND:
· Bachelor of Arts – June 1985 to April 1988 - University of Poona, Maharashtra, India. 

Major subjects: Economics, Psychology, and Geography.

· Higher Secondary School Certificate – June 1983 – March 1985 - Nowrosjee Wadia College, Pune, Maharashtra, India

Subjects undertaken: English, French (basic) Geography, Logic, Psychology and Economics

PERSONAL INFORMATION:
UAE Visa Status


:

Employment Visa
Marital Status


: 
 
Single

Nationality


: 

Indian
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