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EXPERIENCED ADMIN / SALES COORDINATOR / SECRETARIAL PROFFESSIONAL
CAREER OBJECTIVE

Seeking a challenging position in Admin / Sales Coordinator / Secretarial / department in a reputed organization, where my academic backgrounds and experience can be effectively utilized for the mutual benefits of the organization.

ACADEMIC QUALIFICATIONS
· B.A. (Economics) from LITMS (Live Institute of Technology & Management Studies).

ADDITIONAL QUALIFICATIONS

· Diploma in Computer Applications 
Operating Systems:
 Windows 98, 2000, 2003, XP & Vista.                                      


Application:

MS-Office, Sharepoint, Aconex, Internet, Email.
STRENGTH / SKILL
· Methodical, with a good eye for detail;

· Well organised, with an orderly mind;

· Bring objectivity to the proceedings;

· Deal promptly with correspondence;

· Make sure members receive all the necessary material;

· Ensure quorum is met for meetings; and have knowledge or experience of committee procedures.

· Able to comply information and prepare a wide variety of reports

· First-hand experience in arranging conferences including venue, time and participants

· Proficient in standard PC, Email and Internet operations

CAREER HIGHLIGHTS – Work experience over 15 years

	Organization
	Period
	Position Held

	Chaithanya Homes, Kerala., India
	July 2012 – Dec. 2014
	Admin & HR Officer

	Unibeton Ready Mix, Abu Dhabi, U.A.E.
	Dec. 2005 – May 2012
	Sales Coordinator

	Al Safi Dairy, Riyadh, Saudi Arabia.
	Oct. 1996 - July 2005
	Executive Secretary

	Hindustan Adhesives Ltd, New Delhi.
	Jul. 1995 – Sep. 1996
	Administration Officer


1. Chaithanya Homes, Kottayam, Kerala, India. (July, 2012 – Dec, 2014)

Job Responsibilities: 

· Standardization of Filing & New Initiatives.
· Supplier Management, Asset Management, Key Management,

· Vehicle Management, Office Management, Telephone Management,

· Stationery Management, Petty Cash, Insurance, Warehouse management,

· Lease & Rentals management, Front Desk Management, Reports & Filling, Renovation. 
· General office management i.e. correspondence, meetings, documentation etc. 

· Streamlining & Standardization of HR process- Recruitment 

· Hiring & Visa, Filing of Documents,

· Orientation & Induction separately,

· Job Description handover, KPI’s for Appraisal,

· Payroll & benefits, 

· Treatment of Termination / Resignation, 

· Cancellation & Clearance, 

· Employee welfare & Motivation. 

· Implementing Policies and procedures and ensuring that it is been adhered by all.

· Analyze manpower status and allocating it according to the site/branch requirement.
· Manpower recruitment, allocation, leave settlement, transfer, optimization etc.
· Administer HR-related documentation, such as contracts of employment.
· Ensure the relevant HR database is up to date, accurate and complies with legislation
· Perform the recruitment process, Liaise with recruitment agencies
· Set up interviews and issue relevant correspondence
2. Unibeton Ready Mix, Abu Dhabi, U.A.E. (December 2005 – May 2012)
Job Responsibilities: 

· Managing all the sales related activities.   

· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller.

· Writing up accurate correct sales correspondence.

· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Effectively communicating with customers in a professional and friendly manner.

· Ordering and ensuring the delivery of goods to customers.

· Supporting the field sales team.

· Ensuring that staff uniforms and personal appearance are always clean and professional.

· Carrying out administrative tasks such as data input, processing information, completing paperwork and filing documents.

· Contacting potential customers to arrange appointments.

· Speaking with customers using clear and professional language.

· Resolving any sales related issues with customers.

· Completing the administrative needs of the Sales Department.

· Making follow-up calls to confirm sales orders or delivery dates.

· Responding to sales queries via phone, e-mail and in writing.

· Accurately analyzing and assessing statistical data.

3. Al Safi Dairy, Riyadh, KSA  (October 1996 - July 2005) 
Job Responsibilities: 

· Prepare office correspondences (Internal memos, faxes, inquiries, reports, minutes of meetings etc.)

· Deals with confidential files, personnel files, correspondences and communications. 

· Receives all incoming calls and taking messages as required for the attention of the Department Manager.

· Receives all visitors in a congenial manner.

· Arrange appointments and meeting reservations for the Department Manager.

· Ensure that filing is kept up to date from time to time.

· Keep calendar of Department Manager’s appointments, and advise him of forthcoming appointments.

· Collects and compiles information as per the requirement of the Department Head.

· Maintain Holiday lists and keep display on the notice boards.

· Follow up on documentation with other Department Heads / Staff, reporting any undue delays to the information of the Department Manager.

· Develops and maintains filing system appropriate to the requirements.

· Collect and submit senior staff’s Daily Activity and Planning Report to the attention of the Department Manager.

· Register and Confirm Department Representative’s participation in Exhibitions / Seminars / Conferences etc. 
· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Power Point, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases;
· Devising and maintaining office systems;
· Booking rooms and conference facilities;
· Attending meetings, taking minutes and keeping notes;
· Managing and maintaining budgets, as well as invoicing;
· Liaising with staff in other departments and with external contacts;
· Ordering and maintaining stationery and equipment;
· Sorting and distributing incoming post and organizing and sending outgoing post;
· Liaising with colleagues and external contacts to book travel and accommodation;
· Organizing and storing paperwork, documents and computer-based information;
· Photocopying and printing various documents, sometimes on behalf of other colleagues.
· Recruiting, training and supervising junior staff and delegating work as required;
· Arranging both in-house and external events.
4. Hindustan Adhesives Ltd, New Delhi, India (July 1995 - September 1996)
Job Responsibilities: 

· Perform secretarial duties (prepare internal and external correspondence, distribution, photocopying, faxing etc).
· Ensure documents and files are kept up to date in hard and soft copy for easy access.

· Managing petty cash for day to day office expenses.

· Scheduling and arranging the Department’s meeting.

· Regular follow ups of commitments and reminder.

· Send official documents by courier / post and keep record of the same.

· Purchase office stationary items for the office use.

PERSONAL

Date of birth:


28/05/1973
Gender:

Male

Marital status:

Married
Nationality:
          
Indian

Religion:

Christian (RC)

Languages Known: 
English, Hindi, Malayalam, Tamil & Arabic.                                                    
Hobbies & Interests:    Driving & Music.
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