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CAREER HIGHLIGHTS
More than Eight years of experience in diversified industries in the areas of Administration, Recruitment, Employee Data Management, Visa process, Facility Management & Customer service.
OBJECTIVE
To obtain a position with a reputable and progressive organisation where my skills and experiences will be fully utilized and lead to personal and professional advancement.
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PROFESSIONAL EXPERIENCE
PROPER PROPERTY 
Admin And Hr Assistant
From January 2014 onwards
Job Description
· Deal with customer enquiries (telephone or email), provide relevant information on services and direct it to team. 
· Providing Accounts Support to the Company. 
· Maintaining Company’s accounts records. 
· Recruiting Employees and Doing HR duties ,when needed 
· Provides day-to-day office administration support in general 
· Creates and maintains general filing systems of pertinent documents such as Contracts, Title Deed, confidential documents and computer-based documents. 
· Controls/safe keeps company letterheads and stamps. 
· Responsible to order and maintains stationery and equipment supplies 
· Responsible for recruitment process from advertising the position, screening of CVs, arranging interviews, employee reference checks to issuing contracts. 
· Organizing induction ceremonies and training for new staff. 
· Setting up and maintaining an employee’s personnel files. 
· Managing employees attendance and leave records. 
Paintex Trading Limited LLC
Worked As An Admin and HR Assistant
(From September 2012- December 2013)
· To Create and manage a caring, supportive, purposeful and stimulating environment to all. 
· To recruit personnel for the company through various recruitment companies 
· To keep records for the existing employees. 
· Follow up with their appraisals. 
· To keep records and tracks for the clients of the company. 
· Follow up with the completion of orders on time. 
· To promote equality as an integral part of the role and to treat everyone with fairness and dignity. 
Have two years of experience in Own engineering business in India Handling Administration, Accounts And Banking relations (From year 2009 – 2012)
· To create and manage a caring, supportive, purposeful and stimulating environment which is conducive to all. 
· To recruit new employees for my organisation. 
· To identify clear objectives and learning outcomes, with appropriate challenge and high expectations. 
· To maintain a regular system of monitoring, assessment, record-keeping and reporting of employee’s progress. 
· To participate in meetings as required. 
· To be part of a whole team, actively involved in decision-making on the preparation and development of policies and programmes of the organisation. 
· To ensure that company policies are reflected in daily practice. 
· To continue professional development, maintaining a portfolio of training undertaken. 
· To support the Head in promoting the ethos of the company. 
· To promote equality as an integral part of the role and to treat everyone with fairness and dignity. 
· To recognize health and safety is a responsibility of every employee, to take reasonable care of self and others and to comply with the Employee Health and Safety policy and any company-specific procedures / rules that apply to this role. 
Worked As a Sales Cum Administration Executive at Gitanjali Group (From 2005 to 2008)
Main duties and responsibilities
· explain care of merchandise 
· manage customer inquiries and concerns 
· execute returns and exchanges 
· monitor and control inventory 
· create product displays 
· maintain sales records 
· attend product and sales training seminars 
· assisted customers with fine jewelry selections 
· placed special orders with vendors 
· consulted with customers regarding payment options 
· built up a customer base through follow up and customer communications & exceeded sales quotas on monthly basis 
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EDUCATION & PROFESSIONAL DEVELOPMENT
Academic History :   Bachelor’s Degree in Commerce (B. Com)
· Master’s Degree In headband (M.B.A) 


Skills & Competencies
· Proficient in Microsoft Office suite specifically Word, Excel & preparation of PowerPoint presentations, Access, Outlook Express 
· Proficient in Tally 7.2 (certificate from Tally solution (p) Ltd) 
· Highly organized and enthusiastic; able to prioritize work effectively to accomplish multiple tasks and complete projects under pressure. 
· Be able to quickly grasp instructions and follow through. 
· Ability to build effective working relationships with both customers & colleagues. 
· Result driven and Customer oriented approach. 
· Quick learner & well adaptable to changes and pressures at work place. 
· Ability to planning, organizing, prioritizing and handling multi-tasks levels 
	Personal Profile
	
	

	
	
	

	Nationality
	:
	Indian

	Date of birth
	:
	28th November 1983

	Status
	:
	Married

	Visa Status
	:
	Residence Visa (Spouse Sponsorship)

	Languages Known
	:
	English, Hindi, and Gujarati.

	
	
	

	
	
	

	
	
	


