
Curriculum Vitae

NAME		:	Mrs. Marina Gonsalves

ADDRESS		:	401/B Diago Apartments
				Bawdi Cross Lane
				Orlem, Malad (W)	
Mumbai : 400 064

TEL.NO.		:	+91-9820570527

EMAIL		:	gonsalves.marina@gmail.com

MARITAL STATUS	:	Married

EDUCATIONAL QUALIFICATIONS:

· Passed Secondary School Certificate in the year 1978, Mumbai Board from St. Anthony High School, securing a First Class.

· Passed F.Y.J.C. securing a First Class.

ADDITIONAL QUALIFICATIONS:

· Completed a Course in Shorthand/Typing from Clare’s Institute, Bandra 
· Proficiency in Microsoft Office and other office productivity tools, with the aptitude to learn new softwares 

OVERVIEW

· Possessing 41 years of consolidated experience as an Executive Secretary working for Senior Managers.

CARRIER HIGHLIGHTS

· TAJ SATS AIR CATERING LTD (A Joint Venture between THE INDIAN HOTELS COMPANY LTD & SINGAPORE AIRPORT TERMINAL SERVICES) from April 1998 till retirement in May 2021 at the age of 60 years. Total experience - 23 yrs.

Designation: Executive Secretary to Chief Operating Officer

Accountabilities:

· Providing secretarial and administrative support to the Chief Operating Officer, dealing with the assigned duties in a confidential and efficient manner.



· Executing all job related functions within specific time frames in an efficient manner to ensure smooth functioning of the department.
· Scheduling business meetings with clients. 
· Handling all correspondence internal as well as external.
· Handling all arrangements for domestic as well as international travel, visa formalities, hotel arrangements, as and when required.
· Answer telephone calls and handling the same in an appropriate manner.
· Arranging conferences calls and meetings with clients and head of departments.
· Ensuring timely follow up to ensure completion of tasks as per set time frames.
· Meeting customers and assisting them with the required information.
· Establishing and maintaining comprehensive filing and retrieval system.
· Providing secretarial and administrative support to overseas visitors.
· Keeping track of daily work and follow up with all the units.
· Checking emails on a daily basis and sending replies in consultation with the boss.
· Conduct searches to find needed information, using such sources as the Internet. 
· Coordinate the flow of information both internally and with other units. 
· Communicate verbally and in writing to answer enquiries and provide information.
· Maintain the Diary with regards to Meetings, Appointments and Events.
· Professional attitude and appearance
· Strong written and verbal communication skills
· Ability to be resourceful and proactive when issues arise
· Excellent organizational skills
· Multitasking and time-management skills, with the ability to prioritize tasks

· GARWARE POLYESTER LIMITED – July 1982 to January 1998
16 yrs.  Left Garware under the VRS Scheme.

Designation: Senior Secretary to General Manager (Exports)

Accountabilities:

· Handling all duties pertaining to the day-to-day functions of the General Manager (Exports)


· J.K. BATTERIES (A DIVN. OF STRAW PRODUCTS LTD) J.K. SINGHANIA’S GROUP) - July 1980 to June 1982 – 2 yrs.

Designation: Secretary to the Area Sales Manager


Accountabilities:

· Providing secretarial and administrative support to the Area Sales Manager in his day-to-day activities. 


PERSONAL PROFILE

· Job satisfaction is of primary importance and therefore quality of work as well as quantity, are rated equally.
· Can converse well in English and Hindi.
· Hobbies include Reading, Listening to Music, Gardening and Cooking.
· Well organized and can juggle the various demands of a fast-paced, dynamic work environment.
· Shall endeavour to contribute as a valuable member to the team in the organization.
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