Name: Chandra
Email: Chandra.180087@2freemail.com 

Mobile: Whatsapp +971504753686 / +919979971283
OBJECTIVE
To obtain a position that would be sensitive to the needs of a company, that is willing to utilize my knowledge, experience as well as academic accomplishments for its service. My Strength of Professionalism and an Attitude of openness to be a part of a Noble Profession that would serve the aims and objectives of the company that I am working for and with. 

PERSONAL ATTRIBUTES
· Capable of implementing solutions to complex problems in the work place

· Developed rapport with authorities, guests, customers and staff 

· Possess special sensitivity to meeting diverse needs in varied situations 

· Proven record of reliability and responsibility 

· Relate well to people from a variety of cultures  

· Remain calm and professional throughout critical incidents 

SKILLS
· Supervisory skills

· Team building

· Accounting and bookkeeping skills

· Analytical and problem solving skills

· Decision making skills

· Effective verbal and listening communications skills

· Effective written communication skills

· Stress management skills 

· Time management skills

PROFESSIONAL WORKING EXPERIENCE
1. Company 

: A Trust (Office), Sharjah
· Area of Operation
: Administration(Most Recent)
· Post           

: Secretary Cum Admin Assistance
· Date           

: November 2007 – till date

Job Description
Provide general administrative support to the Chief Executive and staff team. Act as the main point of contact for visitors and callers, including reception duties.

Undertake general administrative duties including:

· Administer and Monitor the day-to-day duties of the working staff

· Administer the day-to-day running of the Accounts Office. 

·  Assist with preparation of budget

· Implement financial policies and procedures

· Assist with the annual audit

· Ensure transactions are properly recoded and entered into the computerized accounting system

· Administer employment agreements

· Prepare of accounts payable, invoices and purchase orders, and petty cash 

· Processing Cheques, maintain filing and invoice monitoring and audit petty cash 

· Bank transactions and correspondence with local banks (Cash Deposit & Withdrawal)
· Bookkeeping according to the subject heading

· Instant payments to recurring expenses of the institution(roll of a Jr. cashier)

· Making a Excel compartmental balance Sheets for general audit

· Dealing with incoming and outgoing mail and general emails

· Operating fax, Xerox, scanning and telephone for the first hand information
· Manage the filing, storage and security of documents
· General Maintenance of the Institution
2. Institution 


: Campion Institution, Bhopal, India
· Area of Operation
: Administration
· Post           

: Administrator & Counsellor
· Date           

: January 2007 – October 2007
3. Institution 


: St. Joseph’s School, Bhopal, India
· Area of Operation
: Administrator/Counselling 
· Post           

: Administrator & Counsellor
· Date           

: January 2006 – December 2007
4. Institution


: HFEM School, Nayagarh, Orissa, India
· Area of Operation
: Administration/Teaching
· Post           

: Administrator & Teacher
· Date           

: February 2004 – December 2005
5. Institution


: Jagat Jyoti E.M. School, Nayagarh, Orissa
· Area of Operation
: Management Board
· Post           

: Advisor
· Date           

: February 2004 – December 2005
DIFFERENT WORK EXPERIENCE IN INDIA
Program Manager
: Jeevan Vikas, Partwada, Maharastra, 2003-2004

Office Accountant
: Archbishop’s Office, BBSR, Orissa, India, 2001-02
Supervisor

: Vianney Home, Sikermaha, Kandhamal, Orissa, India, 2000-01
Superintend

: Boys’ Hostel Boini Mission, Daringbadi, Orissa, India, 1999-00
Secretary

: Jan Jagaran Samiti, Daringbadi, Orissa, India, 1998
PERSONAL DETAILS

	Language Ability

	English
	R
	W 
	C

	Hindi
	R
	W 
	C

	Oriya
	R
	W 
	C

	Kui
	R
	W 
	C

	Sadri
	R
	W 
	C

	Malayalam
	Communicate

	Telugu
	Communicate

	Bengali
	Communicate

	Marathi
	Communicate

	Urdu
	Communicate

	Tamil
	Communicate

	R  : Read

W : Write

C  : Communicate


Academic Profile
Med
: Master in Education-English, CMJ University, Shilong, Meghalaya, 2013

Bed
: Bachelor in Education, SNBR. Chennai, 2011 

PME
: Planning, Monitoring & Evaluation, IHMP, Maharashtra, 2006 

DSW
: Diploma in Social Work & Human Trafficking, Nagpur 2006 

MA
: Master of Arts-Sociology, Ranchi University, Bihar, 2005 

BTh
: Bachelor of Theology, KJM, Sambalpur, Orissa, 2003

CDO
: Community Development Organizer, K.J, SBP 2001 

BA
: Bachelor of Arts Berhampur University, Orissa 2000 

BPh
: Bachelor of Philosophy, Andhra University, Andhra Pradesh, 1998 
Computer Knowledge    

       Permanent Postal Address

Microsoft Word 


         Microsoft Excel 

         
Microsoft Power Point                                       Microsoft Publisher[image: image1.png]
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