Gulfjobseeker CV No: 1328472
To interview this candidate call 97150-5905010

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc


[image: image1.png]



PERSONAL SUMMARY
A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well organised and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems.Currently looking for a suitable positionwith a reputable and ambitious company.
Working as part of a team and supporting the office manager. Responsible for the day today tasks and administrative duties of the office including covering the reception area.
K.G.Hospital India as Receptionist cum  Admin Assistant 3 years 1999 to 2001. 
Jeevan Anmol Hospital Delhi as a  Admin manager  2 years 2004 to 2006.
ICICI Prudential life Insurance as a Unit Manager 2 years 2007 to 2009 .
Surya Prabha Mills Pvt Ltd as a MD secretary cum Sales HR Ladies hostel manager 3 years 2009 to 2012
Eat and treat catering services ras al khor as a telephone operator 3 months 
Saleh Shreem Group of Companies In Dubai as a Operational manager 1 year 2012 to 2013 
Present working as a general manager
Over all 12 years Experience  and  Responsibilities:-
· Meeting and greeting clients and visitors to the office
· Typing documents and distributing memos.
· Supervising the work of office juniors and assigning work for them.
· Handling incoming / outgoing calls, correspondence and filing.
· Faxing, printing, photocopying, filing and scanning.Organisin
· g business travel, itineraries, and accommodation for managers.
· Monitoring inventory, office stock and ordering supplies as necessary.
· Updating & maintain the holiday, absence and training records of staff.
· Responsible for purchase orders.Raising of purchase orders and invoice tracking. 
· Creating and modifying documents using Microsoft Office. 
· Setting up and coordinating meetings and conferences. 
· Involvement in social media implementation.
· Updating, processing and filing of all documents
· Responsible for weekly report of consultants on billing
· Serve as a key contact for all on-boarding documentation
· Responsible for maintaining the Public Access.
· Worked on designing and creating training manuals .
· Mails newsletters, promotional material, and other information.
· Maintains scheduling and event calendars.
· Schedules and confirms appointments for clients, customers, or supervisors.
· Takes dictation and transcribes information.
· Collects and disburses funds from cash accounts, and keeps records of collections and disbursements.
· Arranges conferences, meetings, and travel arrangements for office personnel.
· Coordinates conferences and meetings Completes forms in accordance with company procedures.
· Composes, types, and distributes meeting notes, routine correspondence, andreports.
· Supervises other clerical staff, and provides training and orientation to new staff.
· Operates office equipment such as fax machines, copiers, and phone systems, and uses computers for spreadsheet, word processing, database management, and other applications.
· Participates in recruitment effort for exempt and non-exempt personnel screening      applications, as well as coordinating and conducting interviews for exempt and non-exempt personnel.
· Manages and conducts pre-employment screening reference checks, background screens   and physical fitness tests. 
· Sends correspondence to applicants on as needed basis 
KEY SKILLS AND COMPETENCIES
· Strong organizational, administrative and analytical skills.
· Excellent spelling, proofreading and computer skills. Ability to maintain confidentiality.
· Excellent working knowledge of all Microsoft Office packages.
· Ability to produce consistently accurate work even whilst under pressure.
· Ability to multi task and manage conflicting demands.
Academic qualifications 
· BBA  Bachelor of  Business  Administration 2004  in Bundlekhand  University Mahavidhyalay Jhansi.
 
Computer Knowledge 
· Microsoft Office:- Word , Excel . 
· Tally 7.2 and 9.00.
PERSONAL PROFILE
Gender 

: Female
Date of Birth

: 26th May 1981
Marital Status 

: Married
Nationality 

: Indian
Religion 

: Hindu
Languages Known 
: Tamil, English, Hindi & Malayalam
DECLARATION
I hereby declaring that the information provided above are true to the best of my knowledge and belief. 
_1487325407.unknown

