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Experience
14 years experience in Dubai  as Administrative Asst/ Secretary/ Receptionist.
Visa

On Husband’s visa

Mobile

C/o 0505891826
Email

regina.106570@2freemail.com 
Personal Data

Date of Birth  : 18th Oct 1977
Sex                 : Female
Nationality     : Indian

Marital Status : Married
Languages      : English, Tamil, 

                       Malayalam, Hindi.        

Education:

B. A (incomplete)

 +2 (Indian High School, Dubai)

Completed Secretary training course, Computer and typing courses.

	OBJECTIVE
Looking forward to a challenging opportunity to carry out all Administrative functions with a high caliber of accuracy, meeting all work deadlines, dealing efficiently and professionally with colleagues of different ranks. Job profile includes Assisting Managers,  arranging visas & hotel bookings, taking appointments,  handling telephone calls, typing letters & sending mails, filing, sending faxes and maintaining records, , supporting logistics dept activities, providing excellent customer service etc. 

Personal Profile
A pleasant, adaptable and presentable person with the willingness to learn new tasks for the betterment of my career and to the growing needs of an organization. 

Professional Skills
Team spirit and positive attitude, high sense of responsibility, excellent administrative skills with good interpersonal and communication skills, Ambitious to progress and develop career, quick learner and willingness to adapt to any kind of changes.

Work Experience’s
1. Huntsman Advanced Materials (UAE) FZE      (MNC)        Administrative Assistant   (November 2004 – June-2009)

Responsibility:

· Handle a busy switchboard of 10 lines and 20 extensions.

· Assisting Managers (fixing appointments, submitting reports etc)

· Handle the entire visa process, hotel  and ticket arrangements  for the entire office.

· Apply for visas to various countries (Business or Tourist).

· Liaise with JAFZA free zone (admin) for all necessary documentation.

· Drafting various correspondence letters(official and confidential).

· Mark an attendance register for the entire office staff.

· Having Good knowledge of SAP and Logistics operations.

· Prepare shipping documents; Invoice dispatching with covering letters and packing List to the bank for the clearance of goods from customs, etc. 

· Handle the stationery requirements for the whole office.





2. City Creek Shipping And Land Transport Secretary

    (Feb 2003 – October 2004),

     Responsibility:

· Handle the personnel and administrative duties of the whole company.

· Handle a busy switchboard of 10 lines and 20 extensions.

· Receive and route faxes to the concerned departments.

· Drafting various correspondence letters(official and confidential).

· Handle a fleet of 8 drivers and arrange land transportation for various customers within the U.A.E.

· Maintain a logbook for the various land transport requirements.

· Coordinate with the workshop foreman and procure raw materials for the smooth functioning of the workshop.

· Correspond with various steel suppliers for the purchase of steel and finalize the accounts.

· Assist the accounts dept for data entry of EIR’s.

· Mark an attendance register for the office staff.

3. Unisafe Fire Protection Specialists, Receptionist Cum Secretary,

    (Aug 1999 – Jan 2003)

 Responsibility:

· Handle a busy EPABX switchboard of 10 lines and 30 extensions.

· Registrations and other documentation works.

· Receive all the incoming faxes and route them to the concerned staff.

· Prepare an attendance report for all the site staff based on the time cards given by them.

· Maintain an attendance register for the whole office.

· Prepare an absenteeism report for the whole office.

· Liaise with the courier company for the quick transportation of the required documents. Handle the entire incoming and the outgoing courier.

· Handle the stationery requirements of the whole company.

· Handle the basic secretarial duties like typing quotations and drafting business letters.

4. Al Futtaim Trading Enterprises, Data Entry Operator Cum Customer Services     Coordinator , (Aug 1995 – June 1999)

Responsibility:

· Retrieve customer information on a daily basis from the company’s online/real time system.

· Distribute surveys to be conducted by the interviewer’s depending on the language spoken by the customer.

· Coordinate with the Branch/Workshop Manager’s on inaccuracies in the online system and input the correct data.

· Record after scrutinizing all the completed surveys into a tailor made CSI program.

· Inform the entire concerned manager’s / staff of any complaint’s requiring their prompt action to retain customer loyalty.

· Produce Customer Satisfaction Index Reports separately for each franchise and function.

· Monitor and issue the “Privilege Gold Card” to repeat purchasers and regular workshop users.

· Support interviewers in sorting out customer’s grievances in keeping with our CSI No1 objective – Customer Satisfaction.

· Deputize in absence of the manager.

· To interview customers using questionnaires provided by the company and to note down responses accurately.

· To coordinate with the Customer Relations Manager, Data Entry Operator and other members of staff in the branches to solve customers problems.
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