ARYA
Arya.20135@2freemail.com 

Age & Date of Birth:

24, 27-04-1982

Sex: 

Female

Nationality:

Indian

Marital Status:

Married

Training Attended:

Undergone training in Secretarial Course at Digital Computer Institute, Abu Dhabi.

.

Languages Known:

English, Hindi and Malayalam.

Visa status

RESIDENCE

 (Fathers sponsorship)

Objective:

Looking forward to an exciting and challenging career, where I can deliver my job experience and computer knowledge to my level best.

Significant Strength and Skills

Excellent skills in Secretarial and clerical field with verbal and written communication skills. Ability to handle work independently with good results.

Educational Qualification

Bachelor of Science

Kerala University, India.

Technical Skills

Operating System known:
Windows 95, 98 & XP

Application Software known: 
Ms-Office.

Accounting Software known: 
Peachtree

Personal Traits

Self-motivation & Dedication., Good customer support & interpersonal skills.

Work Experience

As SECRETARY for 3 months (04 Jul 06– 05 Oct 06)

(On Leave Vacancy-Temporary Position)

Company Name:

M/s Teka Kuchen Teknik. L.L.C. Dubai, UAE

As SECRETARY for 2 years (Apr 2004 to March 2006)

Company Name:

M/s Rainbow Catering & Property Management Co. L.L.C. Abu Dhabi

As RECEPTIONIST for 1 year (Jun03 to Feb04)

Company Name:

M/s Federal Electronics, Abu Dhabi, UAE

Duties handled during my job term

•
Preparing Quotations, Local purchase orders & Invoices.

•
Handling incoming telephone calls, inward and outward fax and telexes, sorting mails etc.

•
Preparing cheques and vouchers, Payment Follow-ups from Debtors. 

•
Handling incoming telephone calls, self correspondence, Inter - Department coordination & Database entries.

•
Maintaining & Keeping a track record of sales & purchases.

The above mentioned details are true to the best of my knowledge. 

