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CLAUDIA
CLAUDIA.52046@2freemail.com   
      

           Career Objective

To work in an organization where my track record, interpersonal skills would be of value and continued professional growth would be encouraged.

       Education / Professional/ Training Courses

· Graduated from the University of Mangalore, India, in 1989 with a Bachelor’s degree in Commerce (B.Com).
· Certificate course in Computers Windows95, Ms-Office’97 including Word, 

       Excel, Power Point, Tally, Peachtree & Email/Internet.

· Certificate Course in Typing (50 w.p.m.) and Shorthand (100 w.p.m.).

· Intensive Training Course in Nursery Education (1990).


           Professional Experience

Bouygues Batiment International – Dubai Branch

Position: Executive Secretary reporting to Project Manager

Duration: (6 months) March 2006 – August 2006
Employer:  Bouygues is a diversified French industrial group in construction, the 2nd world's leading construction companies in the building, civil works and electrical contracting/maintenance market. Their first project in Middle East is to build a 5 star Ritz Carlton Hotel in Dubai.

My duties herein include but are not limited to:

· Greet visitors, ascertain appointments and direct visitor to appropriate person.

· Attending all incoming telephone calls and rerouting them to the particular departments.

· Type letters, memos, tender invitations, municipality letters for building permits, document transmittals & preparing standard formats.
· Filing, faxing, photocopying & scanning documents.

· Setting up meetings, preparing presentations and type minutes of meeting.

· Schedule and confirm appointments/meetings through telephone or emails.
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· Prepare travel itineraries and meeting schedule calendars for the manager.

· Control of documents and their registration & distribution.

· Submission of all department day to day files to the manager for signature and follow up with the files to disburse to the particular depts.

· Dispatch mails or parcels through courier or post.

· Order office supplies as per the requirement by different departments and maintain inventory.

· Prepare monthly expense statements for the manager.
Temporary Jobs – Dubai (August 2005 – Feb 2006)
Worked with Easa Saleh Al Gurg – Dunlop Tyre Divn as a Secretary.

Worked with Arif & Bintoak Consulting Architects & Engineers as Secretary.

Worked with Roly-Pub Emirates as a Secretary
Katun Corporation – Dubai Branch

Position: Secretary cum Sales Coordinator reporting to Regional Sales Manager

Duration: (4 years) March 2001 – February 2005

Employer: Katun Dubai is a subsidiary of Katun Corporation U.S.A., the world's leading aftermarket distributor of toners, developers, photoreceptors and parts for office equipment.  Dubai branch office was the main in charge for Middle East African markets.

My duties herein include but are not limited to:
· Log in all incoming and outgoing correspondence.

· Dispatch mails or parcels through courier or post.
· Greet visitors, answer telephone and direct them to the appropriate person.
· Type letters, memos and faxes.
· Filing, faxing, photocopying & scanning documents.

· Schedule and confirm appointments/meetings through telephone or emails.

· Travel arrangements like, itineraries, arranging documents for embassy/consulates to process visa, hotel bookings and air tickets. 

· Order office supplies and maintain inventory, service office equipments and arrange for repairs in the case of faults.

· Prepare monthly office petty cash statement.

· Provide general product information and assist customers for online catalogue registration.

· Follow up on orders, quotations still awaiting confirmation from customer, payments and sourcing out new customers.

· Coordinating with sales staff, warehouse staff in the international branches.
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Temporary Jobs – Dubai (July 2000 – December 2000)

Worked with Biman Bangladesh Airlines as a Secretary.

Worked with Samsung Electronics as a Secretary cum Office Administrator.

Worked with Cloisall Co. [L.L.C.] as a Secretary.

Focus Foodstuff Est. (Wholesale & Mktg), Dubai

Position: Receptionist cum Secretary reporting to General Manager

Duration: (8 months) December 1998 – July 1999

Employer: Focus is one of the foodstuff importers in U.A.E.  The sole distributor for Al Watania brand Chicken & Eggs from Saudi Arabia.  They import varieties of frozen and fresh supplies to meet the needs of clientele like hotels, catering companies, restaurants, groceries and supermarkets.

My duties herein include but are not limited to:
· Attending reception desk, greets visitors, answers telephone calls and maintains register for all outgoing calls and diary for telephone numbers. 

· Fixing appointments for managers.

· Correspondence, type letters, memos, faxes.

· Maintaining inward & outward correspondence for the manager.

· Maintaining date file for the manager to scrutinize.

· Maintain up to date filing and list of files.

· Updating cheque list on excel spread sheets.

· Preparing Petty cash summary once in 15 days.

· Preparing Debit Notes and Credit Notes and maintaining the list on excel spreadsheet.

· Preparing Remittance.

· Dispatch mails or parcels through courier or post.

Howard Johnson Hotel, Dubai

Position: Sales Secretary reporting to Director (Sales & Marketing) & Sales Manager

Duration: (1 year 5 months) October 1996 – February 1998

My duties herein include but are not limited to:
· Answer telephone calls of sales dept and take down messages for the sales managers in their absence.

· Send confirmations on room bookings through fax or email.

· Sending room rates for different seasons to corporate companies. 

· Typing out visa application forms.

· Maintaining up to date files and updating list of files.

· Faxing, photocopying & scanning documents.

· Coordinating with other departments for follow ups on certain activities.
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Lemuir Packers Ltd, Bombay
Period of Work
:
March 1996 – October 1996

Designation

:
Executive Secretary
Reporting to

:
General Manager

Western India Finance Services Ltd., Bombay

Period of Work
:
February 1995 – January 1996

Designation

:
Steno – Secretary

Reporting to

:
Senior Vice President

Beauty Cosmetics Ltd., Bombay

Period of Work
:
May 1993 – December 1994

Designation

:
Steno – Secretary

Reporting to

:
Regional & Area Sales Manager

Milagres School, Mangalore

Period of Work
:
June 1989 – April 1992

Designation

:
Kinder Garten Teacher

      Strengths


· Excellent Co-ordination skills.

· Efficient, Creative & initiative.

· Good Grasping Power.

· Politeness & Patience.

· Desire to Grow, Develop & achieve target.


      Leisure Interests


· Singing

· Gardening


