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NIYAS 
E-Mail: niyas.150903@2freemail.com 


Consummate professional seeking challenging position in Administration/Business Development/Brand Management/Client Relations/sales with a leading organisation


PROFILE SUMMARY
     Experienced Administration professional with a bachelors’ Degree and extensive knowledge in:

         ~ Staff management               ~ Office managements          ~ Document control   
         ~ Social Media Management      ~ Strategic Planning              ~ Business Development  

         ~ Business Administration         ~ Operations Management      ~ Client Relation
SUMMARY OF QUALIFICATIONS

• Over 3 years of administrative experience in different organizations
• Highly skilled in providing above par customer services
• Proficient in providing project support to different work teams based on standard procedures 
• Demonstrated ability to provide administrative services to senior managers
• Able to handle accounts and perform all clerical and secretarial duties
• Sound ability to manage payroll systems and keep track of records and files
• Proficient in MS Office Suite
ACADEMIC QUALIFICATIONS
· Bachelor Of Business Administration from Dr. C V Raman university
· Plus Two Passed in First Class from Kerala university ,India
· SSLC Passed in First class from Kerala university ,India
SPECIAL SKILLS
· Excellent communication and interpersonal skills

· Ability to lead a multi-disciplinary team

· Self directed
· Good customer service skills
WORK EXPERIENCE 
ADMINISTRATION / OPERATIONS
Organisation

:
HOMES&GARDENS LANDSCAPING AND WATERWELL DRILLING LLC,DUBAI
Period


:
March 2015 to Present.
· Creating business development strategies to obtain corporate accounts.
· Contacting customers to provide information about our services.
· Creating monthly reports on payment issued.
· Closely following up with clients for payments before crossing the credit limits.

· Generating sales leads by approaching potential clients in the market.

· Resolving client's issues whenever there is a dispute regarding claims.
· Following up with clients for services and advising upgrades or changes.

OFFICE ADMINISTRATOR
Organisation

:
DREAMZ INFO TECH PVT. LTD, INDIA
Period


:
FEB 2013 to FEB 2015
· Maintain all office systems in accordance to the prescribed standards in order to ensure smooth functioning at all times

· Handle customers on telephone and in person with queries and problems

· Train new employees in administrative tasks within the department

·  Maintain records and file data according to category

· Oversee payroll systems to ensure smooth running

· Communicate with management, staff, suppliers and customers to ensure a pleasant work environment

SOFTWARE SKILLS

· MS Excel, Word & PowerPoint

· Adobe Photoshop CS4 & Adobe Light room
· Macromedia Dream viewer
EXTRAMURAL ENGAGEMENT

· Photography 
· Reading

PERSONAL DETAILS

Father’s name

:
Abdul 

Religion

:
Islam
Date of Birth

:
28th May, 1990
Nationality

:
Indian

Marital Status

:
Single
No. of Dependants
:
None
Languages Known
:
English, Hindi, Malayalam, Tamil and Arabic
