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Gulfjobseeker CV No: 1320048
To interview this candidate call 971505905010
Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc   
CAREER PROFILE
A multi-skilled, key team player possessing a wealth of multi-disciplinary experience, including operational, administration, logistics, customer service, procurement and financial abilities. Well accustomed to working under pressure to tight budgets and schedules. Now looking for a position within a similar position or an exciting opportunity that offers career progression where I can give all my best as an employee and be an asset for the company’s achievement of its goals and objectives.

KEY SKILLS
· Goal oriented professional with more than 4 years of experience in Administration, Customer Service, Human Resources, Administration, Finance, Data Storing and Correspondence in India.
· Proficient in MS Windows, Word, Excel, Power Point, Outlook and Lotus Notes (Mailer), Hardware and Networking Fundamentals with typing speed of 45+ w.p.m.

· Hardworking, committed, enthusiastic, confident, flexible, willing to learn, a fast learner and can do any task entrusted unto 

· Has the ability to work under extreme pressure and meet deadlines

· Easy to work with in a multi-cultural environment and maintains good relationship with co-workers, vendors and clients.

· Possess professional working proficiency / communication skills in English, Urdu, Hindi.
EDUCATIONAL QUALIFICATION

· Bachelor in Business Administration (BBA) - 2009

Guru Jambeshwar University, Hissar
· Graduate Diploma in International Business 
Jagannath Institute of Management Sciences, Rohini, New Delhi
· Inter + Matric (12th + 10th) 

Anglo Arabic Senior Secondary School - CBSE, New Delhi
WORK EXPERIENCE
1. Company Name
:
Solutions Private Limited

Location

:
Greater Noida, U.P, India

Position Title
:
Associate Account Specialist
Industry

:
Business Consultant, BPO/ KPO, ITES

Date Joined
:
30th September, 2013 to 17th November, 2014

JOB DESCRIPTION

· Backend documentation including review and maintenance

· Records / accounts management

· Eligibility and background verification

· Payment & billing service
· Customer service and client handling through mails

· Audit accounts and records

2. Company Name
:
Infrastructure and Logistics Federation of India (ILFI)
Location

:
New Delhi, India
Position Title
:
Administrative Assistant / Executive- Admin & Finance
Industry

:
Non-Profit Organization / Apex Trade Body
Date Joined
:
15th April, 2010 to 31st July, 2013
JOB DESCRIPTION:
a) Assistant- Admin/ H.R. & Finance
· General Administration
· Preparing draft proposal to submit in the concerned ministry, sub-editing weekly e-newsletter, data gather for reports and studies, update of websites/ social networking sites time to time.
· Supervising junior & subordinates and assist seniors (contact all level of dept.)
· Maintain and update database of members and generate database for non members

· Arrange workshops, conferences, business meetings and event coordination as required.
· Maintain work log book/ employee attendance card

b) Accounts Handling

· Cash and accounts book (Petty Cash)

· Accounts monitoring and auditing (under company’s C.A.- Tally)

· Bank Reconciliation and other related work
· Purchase and Procurement

· Records keeping, documents verification and maintenance
c) Assists Director General
· Prepare and modify documents including correspondence, reports, drafts, memos and emails

· Arrange and coordinate business meeting and keeping track of DG’s daily calendar

· Prepare cash claims and other claims for DG’s and his family
· Organize conference calls and other works as required
· Internship at Share Khan (I) Pvt Ltd for two months

Project report on “Stock Market- An empirical study” submitted to university
PERSONAL INFORMATION
· Date of Birth

: 26th March, 1988
· Marital Status
: Single

· Religion

: Islam (Muslim)

· Nationality

: Indian

· Driving License
: Yes (India- M. Cycle and LMV)
COMMUNICATION SKILLS
Excellent telephonic and written communication
Basic knowledge of short hand
OTHER DETAILS
· 2nd Runner up in Shot-put/ athlete at school level competition
· Hobbies and interests: play cricket, watch movies, travelling and internet surfing
· Worked as free lancer for events and exhibitions (part time)[image: image1.png]
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