[image: image1.emf]Gulfjobseeker.com CV No: 1343766
Mobile +971505905010  cvdatabase[@]gulfjobseeker.com
To contact this candidate use this link
http://www.gulfjobseeker.com/feedback/contactjs.php
OBJECTIVE

With 5 years of professional Admin/HR/Customer Service/Coordination support experience, I am now seeking a role:

· To continue expanding my expertise and horizon in Administration/HR/Customer Service/Coordination for a reputed organization
· Seeking a challenging role in the area of Administration/HR /Customer Service/Coordination so as to contribute towards organizational goals and grow to a Senior Management Level
CAREER PROFILE
Young, energetic and result oriented professional with more than 5 years of comprehensive experience; Persuasive communicator, highly ethical, trustworthy and prudent.

An Out-of-Box thinker, with a proven track record of increasing revenues, streamlining workflow and creating a team work environment to provide human resources for reputed business houses.

SKILLS & ATTRIBUTES
· Excellent Communication and Interpersonal skills

· Excellent Training Skills

· Systematic & Resourceful Approach, Decisiveness
· Good analytical and management  skills

· Dedicated and highly ambitious to achieve personal goals as well as the organizational goals

· Excellent decision making skills with a positive approach
WORK EXPERIENCE
Emirates NBD (Derby Group), Dubai, UAE –August 2013 – Till Date
Role:   Sales cum Admin Coordinator






  Key Deliverables
· Coordinating with the Sales Officers.
· Handling Credit card & loan files.
· Making MIS reports on daily, weekly and monthly basis.
· Acting as an inter mediator between the customers and the Sales Officer.
· Handling queries and complaints of the customer.
· Replying to the queries of the customer by coordinating with the receptive department.
· Making calls & follow up on Loan Enquiry & Leads.
· Purchasing of Stationery & Office Equipment.

· Assisting HR in their activities like maintaining files, letters etc.

· Maintenance of attendance of employees.
HDFC, Dubai, UAE –March 2011 – June 2013
Role:  Admin Coordinator






  

Key Deliverables
· Handling  in coming & outgoing calls

· Greeting walk in Customers

· Coordinating with different departments and  various branches  of HDFC world wide
· Acting as an intermediator between the customers and the Relationship Officer
· Handling queries and complaints of the customer

· Replying to the queries of the customer by coordinating with the receptive branches

· Handling of inward & outward courier dispatch

· Preparing cheques and details of same is maintained in excel

· Making calls & follow up on  Loan Enquiry & Leads

· Checking of documents for processing of Loan application

· Handling verification of customer documents

· Visiting the bank  to follow-up on pending cases

· Handling Office Stationaries
· Handling distribution of mails

2010 August till 2011 March







                M/s Derby Group, Dubai, UAE 
Role: HR Coordinator
Key Deliverables
·   Conducting Induction for the new joiners

·   Handling reference check of the candidates

·   Handling visa formalities of the candidates.

·   Handling queries of the candidates

· Data Entry

· Coordinating with Travel agency & arranging for air tickets as and when the staff travels
· Maintaining  of Personal files of the employees

· Having complete control over the passports/Work Permit 
· Maintaining  the leave records

· Handling complete exit formalities of the staff’s
PERSONAL VITAE

·  Date of Birth

: 25-01-1991
· Languages


: English, Hindi, Konkani & French.

· Marital Status                   
: Single
· Sex



:  Female
· Visa                 

: Employment Visa 
EDUCATIONAL QUALIFICATIONS
· Passed All India Senior Secondary Examinations (Grade 12) in Second Class during the year 2008
· Passed All India Senior Secondary Examinations (Grade 10) in First Class during the year 2005
· Graduated in  Diploma in Ground Handling at Emirates Aviation College, Dubai, UAE during  the year 2012
COMPUTER SKILLS

· Packages Handled: MS Office [Word, Excel, PowerPoint] & Microsoft Outlook

· Skilled in use of Internet  & Email services
SEMINARS ATTENDED

· A seminar on Mind Mapping and Study Techniques by Dr. Oscar Rebello – the course dealt with the various techniques to memorize lessons, build a goal in life etc 

· A seminar on Career Guidance – the various options to be thought of while selecting a career and the ways to materialize it. 

​​

 OTHER INTERESTS

· Drawing & Painting

· Dance – Jazz, Salsa Dancing

· Music – Melodies and foot tapping numbers
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