
Rekha 

Rekha.101982@2freemail.com 
To,

HR Manager
Sub: Application for Any Suitable Vacancies
Dear Sir,

I am a graduate in Law (LLB) from University of Kannur, INDIA. I have the good experience in Office Secretarial/Administration works as well as in the field of Advocacy
Presently I am in Abu Dhabi on Husband Visa.

I am confident to take up challenging positions and produce results up to your utmost satisfaction. A detailed CV is enclosed here with for your kind perusal.

I am waiting for your valuable reply.

Thanking you 

.
Yours sincerely,

Rekha 
Date: 19 - 02 - 2009
R E S U M E

OBJECTIVE:
To achieve a satisfying career, mutual growth and Development as a Legal Advisor / Administrator / Secretary / Document Controller in reputed organization.
SUMMARY
1 Thorough knowledge in Office Secretarial/Administration works and in the field of Advocacy.

2 Graduation in Law

3 Certificate in Computer Applications and knowledge of Auto CAD.
PROFESSIONAL EXPERIENCE

A. Worked as an Office Assistant in M/s. New Electricals (Govt. Licensed Class ‘A’ Electrical Contractors & Mfrs. of ‘CPRI’ approved MCC, PCC & Control Panels) Mumbai, India from 16th January, 2006 to 15th March, 2007.

Roles and responsibilities:
· Preparing of various official letters, quotations and sending it through Post/fax/email

· Making of Purchase Orders.

· Making and Issuing of Invoices.

· Making of Running Invoices against Project work.

· Sending reminder letters to client regarding over due payment. 

.
· Making arrangement for due collection.

· Preparation of Salary Statements.

· Preparation & Submitting of daily petty cash statement.

· Preparation & Submission of details related to Accounts like purchase, sales, receipts, payments, vouchers & TDS and WCT certificates.  

· Co-ordination with site engineers / supervisors regarding the progress of work and liaisoning with the clients.

· Informing the management about the daily progress and status of the work. (Project work as well as Production work) 

· Handling Office Administration and Co-ordination with Dealers / suppliers. 

· Preparation of Engineering Documents, Numbering and keeping the records of IN and OUT correspondence, transmittals etc
B. Practiced as a Junior Advocate From 2nd June,2007 to 5th November,2008

Roles and responsibilities:
· Handled various Civil / Criminal Cases

· Visit in the dispute places and submit the commission report to Court as per the court order

· Attending the argument against commission report in the court
Educational Qualifications:

	Course
	University/Institute
	Year 
	Class

	B.A

	KANNUR UNIVERSITY
	2002
	2nd 

	LLB
	KANNUR UNIVERSITY
	2006
	1st 


Technical skills:

1. CERTIFICATE IN M.S.OFFICE (EXCEL,WORD, POWERPOINT AND M.S DOS)

.
2.  Experience in Autocad-2004

Personnel Details:

Name


:
REKHA
Age


:
27yrs

Nationality 

:
Indian

Marital Status 
:
Married

Expiry Date

:
06-08-2018

Visa Status

:
On Husband Sponsorship

Declaration:

I hereby declare that the information furnished above is true to the best of

my knowledge.

Place: Abu Dhabi 

Date: 19-02-2009



Rekha 
.
