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VIDHIA

 VIDHIA.187845@2freemail.com 

Dear Sir,
 
 
Allow me to introduce myself; I am Vidhia Rajeev, was worked as  Secretary cum Office coordinator  having more than 5 years of solid  experience and am responding to your recent job posting, in Office Secretarial Job and Administration field. And also extensive experience in compiling and analyzing accurate and timely reports utilizing a number of procedures and applications. Strong IT skills with knowledge and experience in MS Office, Adobe Photoshop.
 
I am looking for a new challenge in my Career I mean not only in Office Secretarial and Admin job and also to help the Management in Operations and Other business improvement activities.
 
I believe that my credentials, my interpersonal, communication and presentation skills, my learning approach, attitude, and ability to perform under pressure shall fit perfectly with your requirement am looking forward to meet you to discuss how my experience and opportunity to work with you shall be beneficial to both of us. Please find my resume along with this. Looking forward to hearing from you soon.
1, Joint Date :- Immediate join 

2,  Husband sponsorship
 
Yours Sincerely,
 
 
RESUME

PERSONEL INFORMATION
Name



:

VIDHIA 
Nationality


:

Indian


Date of Birth


:

01-06-1977

Marital Status


:

Married


Visa Status


:

Husband Sponsorship

Languages Known

:

English, Hindi, and Malayalam

Other



:

U.A.E  Driving License Holder 

EDUCATIONAL QUALIFICATION
· Bachelor of Science (B.Sc.) From University of Calicut., India 








COMPUTER EXPOSURE
· Post Graduate Diploma in Computer Software Application from L.B.S. Centre for Science & Technology under taken by Govt of India.



 Subject Includes:-

Operating System Known
:

Dos, Windows95, 97, 98 and Windows 2000



Internet 

Packages


:

MS Office (MS Word, Ms Excel and







Ms Power point, MS Access)

Fox Pro, WordStar, Dbase, Lotus & Microsoft Outlook,

Adobe Photoshop 6.0

Languages


:

C, C++, and Visual Basic

RDBMS


:

Oracle 8i







Developer 2000, (Forms 6.0, Reports 6.0)


CAREER HISTORY
Oct 2009 to Feb 2011

:
M.A.H.Y.KHOORY & PATRNERS .ABU DHABI







(GRUNDFOS DISTRIBUTOR IN UAE.)_
Position


:          

Secretary cum Sales Coordinator


DUTIES & RESPONSIBILITES
Reporting to the General & Marketing manager . 

· Preparing Quotations & Tenders. Receiving & Sending Faxes and E-mail, Maintaining registers for inward and outward mail, E-mail and faxes. Attending telephone calls and helping the Management in all aspects of business communications. Data Entry Operating, General typing, secretarial and office coordinating duties. 
CAREER HISTORY
Jan 2009 to May 2009

:

CIPCO
Position



:          

Secretary cum Receptionist


(Temporary Position)

DUTIES & RESPONSIBILITES
Reporting to the Managing Director . 

· Preparing Quotations & Performa Invoice. Receiving & Sending Faxes and E-mail, Filing all documents, inward and outward mail, E-mail and faxes. Scanning Catalogues, Photographs and other documents and editing using Adobe PhotoShop.

· Attending telephone calls and helping the management in all aspects of business communications. Data Entry Operating, General typing, secretarial and clerical duties. 
May 2003 to Dec 2008

:
Lamco Trading Company  

(SKF Bearing & Spare parts)
Position


:

Secretary cum Office Coordinator
DUTIES & RESPONSIBILITES
       Reporting to the Managing Director.

· Preparing & Reporting Tenders, Invoices, Quotations & General letters

· Attending telephone calls and helping the management in all aspects

      of business communications.

· Control all incoming and outgoing documents and systematic filing.

· Co-ordination with the Clients and Sub-contractors for day-to-day activities.

· General typing, secretarial and clerical duties.

· Making necessary arrangements for travel & hotel reservations.

· Fixing meeting with various clients.

· Dealing with customers.

· Maintaining registers for inward and outward mail, E-mail and faxes.

· Co-ordination with the Clients and Sub-contractors for day-to-day activities

Sep 2001 to May 2003
:

United Electronics Co. (MITSUBISHI)









Abu Dhabi, U A E

Position


:          

Secretary cum Receptionist


DUTIES & RESPONSIBILITES
Reporting to the Administration Manager . 

· Preparing Quotations & Performa Invoice. Sorting Invoices, Receiving & Sending Faxes and E-mail, Maintaining registers for inward and outward mail, E-mail and faxes, Control all incoming and outgoing documents and systematic filing. Attending telephone calls and helping the management in all aspects of business communications. Data Entry Operating, General typing, secretarial and clerical duties.

EXPERIENCE IN INDIA

2001 Jan to July 01

:

J S M ASSOCIATES.







KERALA, INDIA

Position


:          

Secretary cum Office Coordinator
1999April to 2000 Dec

:
St. Joseph’s Higher Secondary School







Kerala, India
Position


:

Computer Instructor 

SELF EVALUATION

· Confident to look into the whole office and business independently. 
· Practical and well organised.
· Can work under pressure and under any circumstances as a team member. 

· Strong sense of responsibility.
· Able to create Management information report independently.

· Capable in prioritising work, based on urgency and importance

· Ready to exploit my potentialities & abilities for the benefit of the company.

· Able and interested to learn ideas and technologies.

