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	Date of Birth


	
	13/12/1970



	
	
	Gender   
Nationality
       
	
	Female
Indian

	
	
	Religion 
	
	Muslim



	
	
	Qualification
	
	S Y BCOM(Mumbai University)

	
	
	Languages 
	
	English,Hindi, Gujarati,Marathi 

	PERSONAL SUMMARY

Office management            A highly competent, motivated and enthusiastic 

                                           Administrative Assistant with experience of working

                                           as part of a team in a busy office environment. Well

                                           organized and proactive in providing timely,efficient 

                                           and accurate administrative support to office 

                                           managers and work colleagues. Well presented 

                                           and able to establish good working relationships.

WORK EXPERIENCE
At present Working with Cute Auto Parts Trading LLC. Sharjah –U.A.E. as a Secretary cum Accounts Asst. From: Oct’ 2014.
Worked with  National Electric Co.  (Anand -Gujarat-India)
(Manufacturer of Electromagnetic Hammer used in Dairies Industries) 

From Sep 1999 till Dec 2013. as an - Office Administrator.
Worked in Dubai with Deepak’s LLC –Textiles   (Bur Dubai)

From 1993 to 1996 on -  Secretarial cum Reception  post.
Working as a part of a team and supporting the office manager. Responsible for the 

day- to-day tasks and administrative duties of the office including covering reception area .

Duties :-

· As a proactive leader and planner with expertise in, planning with purchase and sales   targeted. 

· Streamlining workflow and creating a team work environment to enhance productivity innovatively.

· An excellent communicator with client /supplier for dealing in marketing and financial solution.

· Supervising the work of office juniors and assigning work for them.

· Handling incoming/outgoing calls, correspondence and filing.

· Faxing, printing, photocopying, filing and scanning.

· Organizing business travel, itineraries and accommodation for managers

and working crew.
· Updating & maintain the holiday, absence and training records of staff.

· Responsible for purchase orders.

· Raising of purchase orders and invoice tracking.

· Maintaining daily and monthly records as per ISO /CE Company standards. 

· Rectifying the complain of customers. 
· Marketing done by telephonic and through internet.

· Internet surfing for products and new clients.

· Overcoming our drawbacks of losing the orders by taking proper improvement measures.

· Handling accounts and tax matters.

· Handling partial AutoCAD drawing  

· Maintaining records for salaries and wages for staff and workers.

KEY SKILLS AND COMPETENCIES

· Strong organizational, administrative and analytical skills.
· Excellent spelling, proofreading and computer skills.

· Ability to maintain confidentially.

· Ability to produce consistently accurate work even whilst under pressure.
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