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Mobile no: C/o 0505891826                                                               

Email ID: shaesta.120236@2freemail.com 
CAREER OBJECTIVE 

· To work with a professionally managed and result oriented organization, where talent and effort are duly rewarded and employees are given opportunity to grow with the organization
EDUCATIONAL QUALIFICATION   

· S.Y BA. Bachelor  of Arts from Goa University, India
· Perusing TY BA 

COMPUTER KNOWLEDGE


· Windows, Microsoft Word/Excel/Power Point, Internet & Email

· MS Office and typing from Cosmos Institute in Dubai U.A.E
______________________________________________________________________________
WORK EXPERIENCE

EROS ELECTRICALS – ALQUOZ - DUBAI - UAE
From August 2007-Till date as Receptionist Cum HR Coordinator(Eros warehousing & Distribution)
Work Profile
· Attending all the incoming calls of WHD.
· Attending & directing the visitors to the concerned persons / departments.
· Responsible for communicating pertaining to Etisalat.
· Responsible for telephonic customer survey data regarding home delivery & installation of products.
· Timely submission of customer feedback data to manager-WHD
· Record keeping of acknowledged documentation from credit control department & HRD.
· Maintaining record of inward and outward documents.
· Dispatch of HAC, SNV, PDS, and Cheques to H.O-credit control department.
· Submission of TAS-Attendance track record to HRD.
· Responsible for the O.T report of the employees of warehouse and submission of the same to HRD.

· Receiving & distributing the mails received from HO.

· Assisting in the all warehouse related matters whenever instructed by manager-WHD.

· Assisting in the HR related work of the warehouse staff.Viz(leave application,medical claim,clearance certificate,medical loan, employment contract,staff welfare loan & visa renewal form)

· Handling administrative functions at the warehouse.

· Stationary & pantry requirement of warehouse.

· Enter employee request on X Roads.

· Follow up with Etisalat / Pixel / for repairs and maintenance,co-ordination for admin related issues.

· Handling internal customers of HR and WHD dept.

 YMCA INTERNATIONAL PANJIM - GOA – INDIA
From December 2005 To July 2007 as Receptionist / Assistant Office Administration.
Work Profile
· Handling reception & front office.
· Billing, Accounting & Banking.
· Maintaining administrative related work.
· Attending to guests visiting the office.
· Administrative correspondence.
· Taking reservation & travel arrangement.
· Maintaining data base of members & guest.
· Other miscellaneous jobs as per requirements.
PERSONAL DETAILS
DATE OF BIRTH

6th September 1979

NATIONALITY

Indian
RELIGION


Islam
SEX



Female

MARITAL STATUS

Married
LANGUAGES KNOWN
English, Hindi, Urdu, Konkani & Marathi
VISA STATUS


Employment Visa 

