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OBJECTIVE: To build a career with leading corporate of high tech environment 

           which will help me to explore myself fully and realize my potential.


PERSONAL SKILLS: 

Comprehensive problem solving abilities, excellent communication



  skills, ability to deal with people diplomatically, willingness to learn



team facilitator.


EDUCATIONAL QUALIFICATION:

· Pursuing MBA in HRM  from Symbiosis Pune 
· Foundation Course in AutoCAD from CAD Center 
      (Affiliated By Chennai University) Branch Jaipur.
· B.Com in Computer Application in 2003  

· Senior   Secondary   education ( 1999-2000 )    

· Knowledge of MS-Office, FoxPro, Tally & familiar with Internet Applications.

         EXPERIENCE:


Emaar Properties PJSC                               Dubai                             (May 08 – Onwards)

Its is one of the world largest property development companies. Their projects are Dubai Marina, Emirates Living, Emaar Tower, Arabian Ranches, Gold & Diamond Park, Montgomery Golf Club, Dubai Mall and last but not least Burj Dubai Tower (World Tallest Building). It has a strong presence in 36 Global Markets like China, India, Jordan, Egypt, Morocco, Pakistan, Syria, Turkey, Saudi Arabia,USA etc.
       
  Administrative Coordinator/ Secretary
       
             The Administrative Coordinator is responsible for supporting the day-to-day office  

             administration tasks for the Manager, Administration and his team of subordinates.

· Production of all correspondence, including emailing/faxing/filing of correspondence.
· Arranging monthly manager’s meetings & maintain Minutes of the Meeting.

· Maintain record of company’s Vehicles (Company owned/ Leased) and subsequently preparing monthly transportation reports and coordinates with various departments for necessary action.
· Processing and dispatching of bills & other invoices and coordinating with all concern departments for proper submission and distribution.

· Ensure the smooth operation of the office, including phone calls, attending to visitors, arranging meetings / rooms, stationery.
· Assisting the Manager, Administration in the day to day admin duties and follow-up of various issues (when required).


   Hitech Interiors LLC                     Dubai
                 (1st March 06 - 20th April 08)

            It’s a part of Al Reyami Group which consists of 37 companies having diversified business from 
             Interior Fit-Out, Furniture, Shipping & Logistics, Construction, Office equipments, Glass, Advertising,
            Electromechanical and Joinery etc. 


 Front Office Executive/ Secretary
·    Attending customers, dealer’s enquiries via Phones, E-mails, Faxes and ensuring subsequent follow through actions.
· Coordination with different suppliers based in U.K., Germany, Holland.
· Typing letter & quotation drafted by administrative, sales & clerical staff and 
forwarding for the Department Manager’s approval.
· Keeping track of all the out going and incoming calls, documents (LPO's, Quotations, Letters from bank etc…)
· Preparing Monthly Sales Report & maintaining updates with accounts dept. 
·    Obtaining regular updates from Head Office & all branches.  
·    Responsible for the Regional office reception & administration.
·    Any other responsibilities as assigned from time to time.
            Mount Shivalik Ind. Ltd.                   Jaipur (Raj.)
            (From Dec.04 – Dec. 05)
            Manufacturer of leading beer brands like GOLDEN PEACOCK, STROH, GROUP based its 
            THUNDERBOLT and COBRA with supply ALL INDIA under the house of MOUNT 
            SHIVALIK branches and bottling plant at JAIPUR and H.O. at NEW DELHI.



Assistant Executive / Office Co.ordinator
· Preparation of Daily Correspondence related to Accounts, Sales and Delhi Head Office.
· Maintaining accurate records of the calls & manage correspondence files.
· Maintaining of Filing system.
· Taking care of Appointments and maintaining schedules.
-  Arranging and organizing meeting.
· Organizing interviews
· Travel & Hotel arrangements.
· Mails and telephone calls.
        International Kitchen Kaff                    Jaipur (India) 

(July 2002 - 2004)
        It is a regional office dealing in Modular Kitchens; Chimneys & Hobs, Brand is “KAFF”.    
         H.O. in New Delhi.

Office Coordinator/ Sales co. coordinator



 My work as a office coordinator included the follow activities:-

· Detailing the marketing team about their daily meetings and 


schedules and collecting their daily reports.

· Keeping the stock register updated apart from my work as a 


office coordinator. 

PERSONAL DETAILS:

           Date of Birth: 




7th January, 1984



Nationality:




Indian



Marital Status:




Married



Visa Status:




Employment



Language Known:


 English, Hindi






Hobbies:




 ( 1 )   Reading motivational books.










 ( 2 )   Listening to all kinds of Music.

