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	PROFILE SYNOPSIS

	Experienced employer over 4 years of excellent track record. Results focused. Clients –Oriented Administration Assistant/Receptionist / Sales Coordinator with extensive experience working in high volume, deadline –driven environment. Proven ability to work under pressure and remain focused during constant interruptions. Self –motivated and self-directed, improved the efficiency and accuracy of the office by restructuring the organizational flow . A multi-tasker with excellent communication skill.

	KEY WORDS
Administration/ Customer Service Oriented/ Organization/ Accounts Assistant/ Multi Tasker

STRENGTHS

	

	
	· Excellent background in trading business

	  +      Accounting and financial reports preparation

	· Variance analysis and reporting skills

	· Books of account management expertise
	· Knowledge of ICDL (International Computer Driving Licence)

	· Skilled in administration – business correspondence, Secretarial Jobs with excellent creative Knowledge.
	· Computer literate with strong leadership skills

	
	

	EDUCATION

Sr.

Certification / Degree 

Institution / University 

Location
Passing Year

1
B.Com
University of Calicut-Economics
My Campus College-Abudhabi-UAE
2010
2
Higher Secondary
Science 

The Model School- Abudhabi-UAE
2007
3 

SSLC
Science
The Model School- Abudhabi-UAE
2005
ACHIEVEMENTS

	· Successfully handled secretarial roles in a computerized working environment consistently complying organizational policies.

· Gained comprehensive knowledge and understanding of the entire flow of business operations, its documentation requirement .
· Demonstrated professionalism and strong work ethic in the execution of job profile.
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	WORK EXPERIENCE

	Secretary cum Reseptionist,  Shaw Emirates Pipes Manufacturing  LLC, Abu Dhabi, UAE
	May 2011 – nov 2012

	· Provide internal staff with professional administrative support including taking accurate and properly detailed messages.
· Answering telephone enquiries in an efficient, friendly and professional manner.
· Ensure company phone directory and internal extension numbers is kept up to date and issued to all relevant employees.
· Collect and distribute daily mail.
· Coordinate with concerned departments upon receiving LPO’S, register and communicate with customers regarding their orders.
· Provide and attend to customers complaint correspondence such as letters and emails.
· Assist Sales ans After  sales in improving market share for the repeat sales.
· Take care of office works and general works as assigned by the director or the manager. Ensured office equipments ran smoothly an d properly and managed the inventories , ordered equipment and supplies.
· Ensure Smooth documents processin the organization and keep them where easy to be located.
· Provide administrative support to the administration departments such as report of monthly attendance for the Accounts during payroll eriod.

· Any Ad-hoc duties/ projects as assigned (handles petty cash fund and its replacement, reliever to projects coordinator in case of absences)
· Ensure the front office and reception is clean and tidy at all times.
· Maintain a well groomed and business like appearance.
· May also provide administrative and secretarial support to Senior Management on request.
· Greeting visitors, offering them refreshments and directing them to the right person .
· Record and handle all incoming and outgoing couriers.
· Answering calls and taking messages and passing them to the right person.
· Screening phone calls.
· Maintain the meeting room diary.
· Assist with booking travel and making hotel arrangements where necessary.
· Support staff in assigned project based work.

· Other assigned administrative duties.
· Handling of all front desk duties such as directing visitors to the appropriate individuals, handling of all incoming and outgoing faxes, issuing of cheques to suppliers etc.

· Arranging meetings with clients/candidates when requested.

· Making travel arrangements including hotel and flight bookings for business travel and recruitment interviews in line with the company standard operating procedure.

· Making flight bookings for annual leave purposes.

· Assisting the HR team in arranging staff welfare events and company sponsored social events.



	Supervisor-(Sales and Marketing Departments), Etisalat, Abudhabi, UAE
	Feb 2011 – may 2011

	· In charge of Managing Subordinates.

· In charge of Proper Maintaining of Branches as to stocks, Supplies inventory etc
· In charge of Cooperating to Different departments during customer Complaints, re-shuffle of Staffs, Cost –cutting measures through regular follow-ups reports etc

· Act as a reliever receptionist /registrar to particular branch from time to time in case of absences of staffs due to emergency , vacation  leave and under company’s disciplinary actions.

· In charge of handling budgets  and rewards for a certain activities like out of town outing due to reached monthly sales quota , staff incentives given during our provincial meeting.

· In charged of auditing daily sales collection to official receipts , registration cards of students , schedules of students to balance every record/data.
· Assists registrars in other services offered by the company like relaying of new information foe sales promotions / discounts, increase of tuition fees , benefits and other programs that will help maintain employer relationship.

· Accepts other duties for the betterment of the company

· Analysing Daily Target Achievment reports.
· Supervision of all team and Daily Target Achieving of Team.
· Develop the Daily Sales Report on daily bases.
· Maintain MIS of total input from Sales to Credit. (Management Information system).

· To monitor the service quality along a number of core service standards in daily process flow.

· Follow up of all customers confirmed in phone call.

· Extracting the contacts of the customer from the system.

· Presenting the daily sales report to the progressing department.
Document Controller, Etisalat, Abudhabi, UAE                                                                                                       nov 2010 –feb 2011
· Carrying out specific projects and research. 

· Working as data entry operator.

· Assist with preparation of the office budget.

· Attend and minute meetings.

· Reading and screening incoming correspondence and reports; making preliminary assessment of the importance of materials and organize documents; handle certain matters personally and forward as appropriate.

· Receiving & screening telephone calls & visitors, determine which priority matters are. Making referrals to appropriate staff or provide requested information.

· Assist in handling HR related activities.

· Research, compile, assimilate and prepare confidential and sensitive documents.

· Review, proofread and edit documents.

· Compose letters and memorandum in response to inquiries.

· Coordinate and facilitate team calendars to arrange appointments and meetings.

· Conduct searches to find needed information, using search sources as the Internet.

· Establishing and maintaining various filing and records management systems.

· Supervise support staff.

· Receive, direct and relay telephone messages and faxes.

· Maintain an adequate inventory of office supplies.



	Accountant Cum Secretary, Al Safa Palace Restaurentt , Abudhabi,UAE

	May 2009 – Oct 2010

	· Preparation of Vouchers for all transactions, JVs, PVs, RVs.

· Handles payroll diatribution to all departments by schedules.

· Encashment of checks form the bank. Distribute to each pay envelop, also in –charge of deductions summery from employees.

· Attends monthly meeting s as the needs arises, also programs outsides the co. in behaf of my Accounting Head’s busy Schedules.

· Posting of entries in Customized Accounting Softwares.

· Facilitating in preparation of Financial Statements monthly and yearly
· Preparation of employee’s payroll, Gratuity and Income tax payable.

· Preparation and submission of Sales tax returns.
· Followed up on receivable and payable accounts.

· Arranged payments to the vendors by issuing cheques or making bank transfers after verifying bills.
· Preserved an updated file of payroll accounts with corresponding entries on working hours, deductions and increments to identify the total salary payable to the worker for the month.

· Performed accounting works in the organization complying with general accounting standards and procedures in accordance with the prescribe policies and other regulatory laws. 
· Authorized cash payments, posted entries into books of accounts.

· Gathered supporting documents on financial transactions made from concerned personnel of the company and passed an entry to financial statements in daily basis.
· Preparation of financial statements, monthly/yearly accounts by compiling and reviewing financial data. Preparing financial management reports and ensuring on time submission of the same. 
· Prepared and submitted monthly expenses and cashbook balances reports to the management.


	OTHER ACHIEVEMENTS

Having UAE Driving Licence 
IT SKILLS


	· Well versed with Tally, Peachtree and QuickBooks and different customized accounting software

· Good command over MS Office Suite, Internet and E-mail applications
· Sufficient knowledge to participate in information system development, monitoring and control activities.
· Successfully completed Computer Practical Training Course covering MS office (ICDL-International Computer Driving Licence). During internship I have skilled my-self in the usage of Microsoft related modules like excel, word and PowerPoint and have expertise in these. 

· MS Windows 98, MS Windows 2000, MS Windows ME (Millennium), MS Windows XP (Partitioning, Drivers and Window Installation, and Trouble Shooting)
· MS Office (MS WORD, MS Excel, MS Power Point, MS Front Page, MS Access, MS Outlook).


	EXTRA CURRICULAR ACTIVITIES

Reading, Driving, Traveling & Music
PERSONAL DETAILS



	Nationality
	:
	Indian

	Date of Birth
	:
	6th Nov 1988

	Marital Status
	:
	Married

	Visa Status
	:
	Husband Visa 

	Languages
	:
	English, Arabic, Hindi ,Urdu & Malayalam.

	References
	:
	Furnished promptly upon request
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