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OBJECTIVE:

Looking for a position that will build on my skills and provide me ample scope for growth and contribute to the organizational goals by effectively using conceptual skill and knowledge through education and work experience.

WORK EXPERIENCE:
A) Position:Admin Assistant cum Accounts Assistant & Sales Coordinator.
Company: Hydratech General Trading L.L.C ( OIL & GAS SUPPLIES)
Year: Nov’2013 till present ( Can join immediately).
 Job Responsibilities:

 1)Admin Assistant:

-Welcome guests and decide whether they should be given right of     entry to meet specific individuals.

-Create and maintain active files.
- Plan meetings and conference calls and arrange to manage meetings.
- Handle telephone calls and relay messages.
-Oversee office’s filing and record management needs.
-Arrange for payments to contractors and vendors by creating liaison with accounting departments.
-Prepare and distribute correspondence such as memos and letters.
-Coordinate and maintain records for staff, telephones, parking and petty cash
 2) Sales Coordinator:

-Managing all the sales related activity of the company.
-Writing up accurate and grammatically correct sales correspondence.
-Tracking sales orders to ensure that they are scheduled and sent out on time.
-Raising Invoices and preparing Quotation.
-Effectively communicating with customers in a professional and friendly manner.

-Ordering and ensuring the delivery of goods to customers.

-Supporting the field sales team.

-Making follow-up calls to confirm sales orders or delivery dates.

-Responding to sales queries via phone, e-mail and in writing.
3) Assistant Accountant:
-Create statements and analysis for customers as needed.

-Generate and email invoices to customers.
-Make collection calls and respond to routine account inquiries.

-Maintain and perform reconciliation of petty cash.

-Prepare cheques and associated reports, as required in accordance with agency schedules.

-Respond to vendor inquiries as required.
B)Worked for BLS International Property Solutions L.L.C as an Admin Assistant cum Sales Assistant from March’13 till Nov’13(Dubai) Job Includes:
· Prepare and send outgoing faxes, mail, and courier parcels.
· Forward incoming general e-mails to the appropriate staff member.

· Coordinate the maintenance of office equipment .
· Handling Phone calls and assisting the Sales Team.

C)Worked for VRL Logistics Ltd as an Administrative Assistant from March’12 till Dec’12(India-Mangalore)Job Includes:

· Purchase, receive and store the office supplies ensuring that basic supplies are always available.

· Update and ensure the accuracy of the organization's databases

· Maintain individual files (electronic).

· Provide secretarial and administrative support to management and other staff.

· Make travel, meeting and other arrangements for staff .

· Forward voice mail from the general mailbox to the appropriate staff member.

On Job Training
Every Sunday BNI  Meeting that includes:
BNI stands for Local Business-Global Network
· This helps to increase business through a structured, positive and professional “word of mouth”program that enables them to develop long-term, meaningful relationships with quality business professionals.

Educational  Qualifications: 

· S.S.L.C from Don Bosco High School, Mangalore (KSEE Board) in 2007-2008 with First Class.

· Pre Degree from St.Cecily’s Composite Pre-University College,Udupi (KPUE Board Bangalore)in 2009-2010 with First Class.
· BSC Degree from N.S.A.M First Grade College,Nitte(Mangalore University)in 2012-2013 with First Class,Concentration in Electronics and Computer Science.
Course Highlights:
Microsoft Office Application:-
Word/Excel/Power Point/ Basic Tally,Microprocessor 8086, Oracle,       Programming in C++.

Personal Profile:
Date of Birth        : 04/10/1992

Marital Status      : Single

Religion               : Christian (Roman Catholic)
Nationality           : Indian

Visa Status           : Employment
Language known : English, Hindi, Kannada, Konkani.

