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Summary of Qualifications:
· More than 10 years of experience in Administrative/Accounting/Secretarial practices.

· Vast knowledge of office practices and procedures, business correspondence, record keeping systems, latest office automation systems, English grammar; including usage and composition and telephone etiquettes.
· Exceptional ability to perform as receptionist; do filing, record keeping and other clerical tasks.

· Strong ability to exercise judgment and tact in dealing with the public and other employees.

· Excellent ability to work under minimal supervision and prioritize the work assigned.
· In-depth ability to clearly explain the policies, procedures and regulations.

· Remarkable ability to identify and correct errors in English usage, sentence structure and punctuation, perform arithmetic calculations.

· Profound ability to provide direction to other clerical personnel.

· Strong ability to work with people of different nationalities.

· Proven ability to take and record dictation for letters, reports and other business correspondences and to transcribe these notes to finished copy. 
· In-depth ability to draft documents in a variety of formats on a personal computer.

· Uncommon ability to successfully pass various performance tests appropriate to the position.
· Excellent ability to use word processing equipment and/or software applications on a personal computer.

· Profound ability to maintain physical condition appropriate to the performance of assigned duties and responsibilities which may include staying for extended period of time/ and operating assigned office equipments.
Educational Qualification   :  B.Com (Completed the course as of 31/03/1989)
Additional Qualifications    :  Computer literate (MS Office, Tally 9, etc.)

 


         :  Holder Indian & Saudi Arabian Light Motor Vehicle Driving License.

Age & Date of Birth              :  44yrs. 18th October 1968

Religion

         :  Christian

Marital Status

         :  Married

Date of Expiry

         :  12th July 2019.

Important Professional Experience:

· Worked as the Admin. Asst. /Data Clerk with the Equipment Support Branch of DynCorp International services; a U.S. firm rendering support service to the U.S. Army in Kuwait.
Nature of duties: 

· Keep updated list of over 3000 pieces of different equipments in hand as to their Admin#, Serial#, Quantity, Location etc.

· Make requisitions for the COEI/BII of Enditems.

· Fill turn-in documents for unserviceable items and equipments.

· Maintain Technical Manual for ready reference.

· Post changes in Manuals and update the Hand Receipts accordingly.

· File documents related to Task and Training like Hand receipts, Support Requests etc.
· Receive Class II and Class IX items and ensure the items are transferred to the respective Enditem’s container location.

· Worked as the Medical Transcriptionist with KGISL Coimbatore; business associate of Heartland Information Services, Ohio, U.S.A.

Nature of Duty:
By listening to the doctor’s dictation from U.S., convert the voice files to text in SOAP format.

· Worked as the Accounts/Admin. Asst. with Desert Crown Contracting Est. K.S.A.; the sub contractor of J&P Saudi Arabia for their Terrestrial Remediation Contract.
Nature of Duties:
· Maintain various books of accounts and reconcile with Bank statement.

· Receive and make payments on behalf of the company.

· Act as the Liaison Officer in dealing with company’s clients, contractors, suppliers, government offices etc.

· Maintain time sheet for employees, rented machines and equipments.

· Perform and supervise overall administrative duties.

                                                         ***********
