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Administrative Assistant with 3+ years experience in multiple human resource disciplines, accounting and facilities management reputed organizations. Diplomatic and tactful; effective communication skills and interpersonal interaction, extensive community outreach and networking. Computer literate with MS Office. Seeking a sustainable entry level role in a reputed organization in the UAE.
ACADEMIC KNOWLEDGE & SKLLS ACQUIRED
	
	Staff Recruitment
	
	Client Relationship Management
	
	Facilities Management

	
	Staff Payroll
	
	Back Office Management
	
	General Administration

	HR Processes & Procedures
	
	Employee Relations
	
	General Accounting

	
	Office Management
	
	Sales Coordination
	
	Purchases & Petty cash


CAPABILITIES
Thorough knowledge of written English; grammar, spelling, vocabulary and punctuation. 
Effective communication skills, combined with interpersonal strengths and a high degree of professional integrity. Proficient in English, Hindi and Gujarati languages. 
Highly skilled in greeting customers and answering phone calls. 
Proven ability to handle multiple, competing priorities in an effective manner. 
Adeptly handled administrative matters including screening calls, managing calendars, planning meetings, making travel arrangements, composing documents and organizing offices for efficiency. 
Coordinate with various departments, ensuring that requests are carried out and activities are coordinated in a timely and prompt manner. 
Interact professionally with all levels of staff and maintain the highest level of confidentiality; known for tact and diplomacy in handling sensitive issues. 
Adapted to diverse work styles and consistently provided friendly, personable service. 
Effectively gather, analyze, compile and synthesize data into written reports. 
Ensure client satisfaction and customer retention through Client Relationship Management and by implementing client specific procedures, methodologies and standards. 
Technical Expertise: Office Equipment: Fax machines, photocopiers and general office equipment. Computer Skills include: Microsoft Office (Word, Excel, PowerPoint), Internet browsing and email. 
	ACADAMIC QUALIFICATIONS & PROFESSIONAL CERTIFICATIONS
	

	MBA (Marketing) - Gujarat University, Ahmadabad, Gujarat, India (Higher 2nd class - B+)
	2011 to 2013

	B.Com - Gujarat University, Ahmadabad, Gujarat, India (Pass class)
	2008 to 2010

	HSC - G.S.H.S.E.B, India (Grade : One)
	2007

	SSC - from G.S.H.S.E.B, India (Grade : One)
	2004


PROFESSIONAL EXPERIENCE
Administrative Assistant
June 2013 to present
Energia Drying & Cooling Equipment Pvt. Ltd. Ahmadabad, Gujarat, India
Manage all Facilities and make purchases as per the daily requirements. Attend daily meeting & assign work to subordinate staff. 
Coordinate all sales activities. 
Assist the management in all HR activities including appointment of new employees, 
ESIC process clearing, daily attendance of staff, payroll, problem resolution and report to the management. Correspond with Suppliers, clients, bank and other parties and also personally visited them. 
Positively respond to all Telephonic calls. 
Maintain petty cash and perform accounting work. 
Oversee all arrangements for transportation, courier and all other services. 
Accountant - Surya textiles (garment Shop), Ahmadabad, Gujarat, India
May 2010 to Apr 2011
Performed accountancy activities that included generation of 20 sales bills daily, entries of purchase bills, preparation of cheques and DD’s. Conducted banking transactions on behalf of the firm. 
Prepared monthly Bank reconciliation statements, generated statement of creditors and debtors as and when required. Co ordinate with the CA for tax and audit purpose. 
Admin Executive - Ideal Power (Automobile Showroom), Ahmadabad, Gujarat, India
Jun 2008 to Jun 2009
Manage all Facilities and make purchases as per the daily requirements. Ensured timely sales and service to the customer. 
Correspondence with Suppliers, clients, bank and other parties. Co-ordinated with the workshop team. 
Oversee all arrangements for transportation, courier and all other services. 
SUMMER INTERNSHIP PROJECT
Company Name: Energia Drying & Cooling Equipment Pvt. Ltd.
AIM the Project: To measure the employee satisfaction at the work place.
Project duration: 2 months.
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