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Professional Profile
Academic details:

Bachelor of Management Studies (BMS): Shri Chinai College of commerce & Economics– Mumbai, 2011.First Class

HSC: St.Peter’s College - Vasai, 2008, First Class
SSLC: B.K.S.English High School - Vasai, 2005, First Class
Career Summary: 
1. Kingston Holdings FZC 

Place – Sharjah Airport Freezone, UAE

Period – March 2013 till date

Designation – Admin Executive cum Customs Co-ordinator
Operations
· Screening telephone calls, enquiries and requests and handling them transfering to appropriate places.
· Welcoming and looking after visitors
· Process monthly staff attendance report for the accounts & HR department
· Dealing with incoming emails, faxes and posts for the organization
· Providing information by answering questions & requests;
· Maintain office supply inventories
· Arranging travel and accommodation as well as office transport
· Online Tickets booking through Air Arabia.

· Taking quotations from local agents for tickets.

· Taking care for Printing jobs of Factories, Warehouse, Staff, Advertising depts.,Marketing dept.

· Sending quotations across local printers, getting the quote done,(Negotiable part being done).
· Getting courier request from all departments booking courier through online.

· Distributing monthly stationary & Kitchen pantry items for all departments.
· Keeping a track on all the jobs assigned for me.

· Issuing Local Purchase order whenever required.

· Assisting HR for his work

· Receiving fax and forwarding to the concerned dept.

· Maintaining all admin work in a proper manner with daily reports.

· Import Collecting Bill of Lading arranging documents accordingly giving for agent for clearing the shipment.

· Following up for Exit paper for Final Stamping.

· Following up for clearing the shipments as soon as possible for avoiding fines.

· Preparing of Export Commercial Invoice & Packing List.

· Online Bill of Entry passing for Local Imports

· Preparing Gate Pass on everyday basis for vehicles (online).

2.   Elite Academy 

Designation: Office Administrator/Admin Executive 
Place – Mumbai, India
Period: Sep’2011- Sep’2012
 Operation
· Handling calls of students all over India & Explaining about the courses
· Auditing in a Dos file for entering the details of students.
· Managing uptodate work & Providing details about the admissions 
· Replying to the students queries regarding courses
· Mailing course details to students
· Managing the admin work
· Communicating with students as in the form of marketing of course materials
· Co-ordinating with the employees on various queries about the courses
· Application form checking &making note of their admission
· Screening telephone calls, enquiries and requests and handling them where appropriate
· Welcoming and looking after visitors
Softwares  
· Ms Excel, Ms Word, Powerpoint
JOB ACHIEVEMENTS:
3. Vintex Engineering Pvt.Ltd.
           Designation: Assistant Accountant/ Office Assistant
         Period: April-Dec (2011-2011)
Job Responsibilities  

· Nine months experience as Receptionist & Assistant Accountant 
· (Vintex Engineering Pvt.Ltd. – Vasai)
· Working in MS word,excel,Tally
· Making Bills of sale of machines
· Receive, direct and relay telephone messages and fax messages

· Direct the First Nations Members and the general public to the appropriate staff member

· Pick up and deliver the mail

· Open and date stamp all general correspondence

· Maintain the general filing system and file all correspondence

· Assist in the planning and preparation of meetings, conferences and conference telephone calls

· Make preparations for Council and committee meetings

· Maintain an adequate inventory of office supplies
· Respond to public inquiries
· Provide word-processing and secretarial support Handling customers calls
· Maintaining  Purchase & Sales A/C’s

· Giving Salaries to workers

Languages Known 
· English:  R, W, S
· Hindi  :  R, W, S
· Tulu  :  S
· Marathi  :  R, W, S
STRENGTHS 

· Excellent Technical Skill
· Good delivery output in less time without losing efficiency
· Good Communication Skill
Personal Particulars 
Date of Birth   : 22-Oct-1989

 Sex   : Female
 Nationality: Indian 
Martial Status: Married  
Passport Details

Interest & Activities: Painting & Listening music.
   Dancing. Reading Books
