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Sheeba 

sheeba.204965@2freemail.com 

Objective:  
Qualified & Experienced Administrative Professional with 5 years of working experience in fields of customer service & administration. Strengths include Business Development, Client Relationship, Administration and Supervisory functions among others.

	Work Experience:
AbdullaKhamis Real Estate, Dubai                                                                                          Jun 2014 – July 2015


Administration Assistant
· Provided executive level administrative support and assistance with the day to day office functioning. 

· Documentation control – Scanning, filing, track record, register control. 

· Handle customer queries & complaints

· Client Service on new requirement

· Tenant support on premises renewal 

· Liaising with leasing department, finance, Legal
· Assist in vendor selection
· Keeping diary for Managing Director
· Buying office supplies and publications
· Keeping a log of petty cash 
	XORAIL, Bangalore                                                                                                                Jan 2006 – Mar 2014


· Provide administrative support to Facilities Management Directorate. 

· Maintain correspondence logs, files, information databases and other tracking systems as necessary.

· Assist in preparation of reports and presentation

· Support colleagues and other dept. admin assistants in place of absence

· Document controlling for Administration Division. 

· Coordinate and update the records of the department’s manpower requirements

·  In line with the organization chart. 

Manage complex calendars using computerized calendaring software

· Coordinate recruitment, orientation, office allocation, position classifications, position     renewals, retirements as directed by the Department Head

· Preparation of job descriptions, job advertisements, policies and procedures, and create flowcharts and organizational charts.

· Assist in the organization of Department team building activities.

· Maintain the general filing system and file all correspondence.

· Prepare letters and documents required for general administrative purposes.

· Preparing administrational reports for various purposes. 

· Dealing and Arranging Shippers for Preparing Shipments. 

· Preparing Request for Quotation and Contacting with International vendors.

· Preparing Quotations and Purchase Orders.

· Tracking & Receiving the Shipment based on LPO & Invoices. 

· Preparing Delivery notes and arranging the Delivery to various clients.

· Dealing with Customers for Various Purposes.

· Preparing Invoices.
Technical Skills:
· MS Office, Java Script, HTML, V.B6.0, AutoCad.

· Handles different kinds of machines such as scanners, photocopier and faxes machines.

	Academic Qualification:


· Master in Computer Application (2010) with 65% 
	Languages Known:


Hindi, English, Malayalam, Telugu, & Kannada.
	Personal Traits:


· Quick grasping abilities, patient listener Good analytical skill, hardworking, focused, flexible &     
      punctual

· Believe in Team Work and confidential towards work matters

· Good communication skill, ability to co-ordinate and interface with other
	Personal Details:


	Date of Birth

	03rd Nov 1983                                           

	Gender
	Female

	Marital Status
	Married

	Visa Type
	Residence Visa


	Declaration:


     I hereby declare that all the details furnished in this resume are true to the best of my knowledge.
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