
BACKGROUND		

I am a seasoned executive assistant with over 15 years of comprehensive 
experience supporting C-level executives in fast paced corporate 
environments. I have expertise in managing complex schedules and 
facilitating effective communication across all levels of the organization 
and improving office processes to enhance executive productivity.

Besides being adept to managing multiple priorities and delivering 
results under pressure, I am committed to maintain the highest 
standards of professionalism. I have a steadfast commitment to 
maintaining privacy and upholding the integrity of sensitive information 
and have been appreciated and trusted by my managers for impeccable 
organizational and timemanagement skills.

In my previous roles, I have performed various support functions 
including managing executive calendars, prioritising and responding to 
emails/correspondence, organizing documents, maintaining records,  
co-ordinating domestic and international travel, preparing detailed 
reports, internal communications, expense tracking etc. I can easily 
adopt to new software and systems to improve document management. 
Moreover, I exhibit a professional demeanour and excellent customer 
service skills in addressing the needs of colleagues and external visitors.

When I decided to start my career as an Executive Assistant, I 
didn’t expect to learn so much. I have become a better listener and 
communicator. So far, my professional life has been an extraordinary 
journey from humble beginnings to current success. I have worked 
with numerous talented individuals and had wonderful opportunities to 
network with international clients.

I look forward to providing unwavering support to Lucinda and the 
Senior Management team.

PREETIKA SETIYA
Executive Assistant

EXPERIENCE		

	+ Secretary to Criminal Defence 
Solicitor (Remote)

	+ Secretary to Director – Adonis Pauli  
Home Jewels (Remote)

	+ Assisted with documentation work - 
Immigration and Student Visa  
Consultants (Remote)

	+ Executive Assistant to President and 
Managing Director – Ford India

	+ Executive Assistant to Managing  
Director – Zimmer India

	+ Secretary to Nursing Director – Apollo 
Hospitals

	+ Assistant – National Trust (Ministry of  
Social Justice and Empowerment)

QUALIFICATIONS  	
& MEMBERSHIPS	

	+ Bachelors of Arts – Delhi University
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