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	Presentable personality with 3 years career track of HR,Secretarial and Admin experience. Possess excellent communication,presentation, negotiation,  interpersonal, organizational, supervisory, and customer service skills. Keen in learning new concepts and interested to attain challenging work profile.

	

	Proven Job Role



	Career Progression
	

	

	SECRETARY CUM ADMIN
	

	RUS AVIATION,SHARJAH 


	

	ADMIN ASSISTANT
	

	HDFC HOME LOANS,INDIA
	

	FACULTY IN COMMUNICATIVE ENGLISH(PART TIME)
	

	B-GHUD ,INDIA


	

	

	

	


SECRETARY cum Admin – RUS AVIATION,SHARJAH AIRPORT FREE ZONE,SHARJAH
· Co-ordinates between head and branch offices, assists with the day-to-day operations of the human resources functions and duties,handles payroll, yearly forms for employees, roster for staffs, visa documentations & posess knowledge of UAE labor laws.
· Coordinated new hire orientations:processing all new -hire paperworks.

· Placing advertisements regarding vacancies.

· Sorted applicant resumes for company’s open positions,calling /mailing or informing applicants for interviews.
· Involved in pre-interview processes,induction &  training.
· Online booking for airlines,hotel,vehicles.
· Responsible for the daily managing of staff and the assigning of duties. 
· Maintain filing system, documents, registers, records for reference at any time.

· All secretarial and administrative tasks including filing, Xeroxing and collating, but not limited to that.
· To liase with other departments on daily basis to maintain ongoing.
· Managing petty cash, writing cheques,cash request & cheque request reports.

· Preparation of commercial invoices.
· Preparation of du & etisalat bills of company staffs  & management for payment.
· Drafting letters,documents ,circulars & memos & preparation of schedules, calendars,minutes of meeting.
· Administrative support to the boss& managers including management correspondence. 
· Maintaining database in the system. 
· Maintain confidentiality & secrecy.
· Booking &tracking of incoming and outgoing couriers and shipments, sorting incoming post, organizing and sending outgoing post.
· Responds to a wide variety of calls, concerns or complaints for the purpose of resolving problems, providing information or referring to appropriate personnel, maintain internal contact details as well as external contact details for key stakeholders.
Admin Assistant –HDFC  HOME LOANS,KERALA,INDIA

· Managing the overall administration requirements.

· Organizing required meetings and appointments.

· Drafting letters, daily Correspondence, documentation, mailing(using Microsoft Outlook).

· Maintaining and updating records pertaining to Branch Manager and legal officer.

· Verifying  & filing documents for loan  and its approval.

· Coordination with various departments.

· Dealing with cheques (PDC’S).

· Handling customer queries.

· Tracking of incoming and outgoing posts.

· Preparation of  staff attendance reports.
	Education
	

	· GOVERNMENT OF DUBAI -KHDA CERTIFICATION  IN  HR AND ADMIN SKILLS, PARKERS TRAINING CENTER,DUBAI(2014)

	· BHARATIYAR UNIVERSITY –MBA(HR) (2012-2014)
· CERTIFICATION IN OFFICE ADMINISTRATION,SECRETARIAL &BUSINESS CORESPONDENCE (2011)
· AMRITA UNIVERSITY-BSC COMPUTER SCIENCE (2007-2011)
· HIGHER SECONDARY-GHSS (2005-2007)

· SECONDARY-CBSE (2005)
	


	IT Skills
	

	

	Proficient in  WPS SYSTEM,MS Office WORD,EXCEL,POWERPOINT,OUTLOOK, Internet & E-mail Applications



	Personal Details
	

	

	Nationality
	:
	Indian

	Date of Birth
	: 
	1st November 1989

	Visa Status
	: 
	Husband’s sponsorship

	Hobbies
	:
	Reading books, dancing, singing

	Languages
	:
	English, Malayalam, Hindi, Tamil


	References
	

	

	Available upon request
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Strengths








3years of experience 


Burning passion to learn.


Excellent ability to multi-task


Perform efficiently under work pressure & meet deadlines


Result-driven professional
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