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C U R R I C U L U M   V I T A E



Gulfjobseeker CV No: 1377720
To interview this candidate call 971505905010

Or email us back filled up Vacancy Form

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
________________________________________________________________________



OBJECTIVE

Serve the Organization with utmost Commitment and devotion using my strengths, talents and skills so as to bring the organization up and upgrade my interpersonal skills with my continuous future training.


ATTRIBUTE

Good communicator, presentable, reliable and punctual. I have the ability to work in groups, hardworking, energetic and ambitious, willing to learn and develop my skills.


EDUCATIONAL QUALIFICATION

· Master of Science (Microbiology), Eiilm University , Hyderabad, India – December 2012 

· Bachelor of Science (Microbiology), Osmania University, Hyderabad, India – April 2007

· Intermediate, Board of Intermediate, Hyderabad, India – March 2004 


· S.S.C, Board of Secondary education, Karnataka, India – March 2002 

TECHNICAL QUALIFICATIONS

· Diploma in Physiotherapy, Asad Educational Academy of Medical Sciences, Hyderabad – July 2006 

WORK EXPERIENCE

GURMITKAL, YADGIR - INDIA

Administrator, August 2013 – till date

· Recruiting students and lecturers, marketing, building good relationship with other colleges, etc.

· Arrange meetings and events of the college
· Prepare proposals for college funding
· Communicating with parents about their children status
· Guiding students during seminars, debates, and extracurricular activities

· Taking care of things like quality assurance, organizing and servicing committee and academic board meetings preparing agendas, maintaining data, purchasing lab equipments and chemicals and other required materials for college, dealing with all types of governmental and other external organizational work, preparing timetables and planning events, implementing policies for the betterment of college, administrating theoretical and practical examination and assessment activities

EXTERRAN EASTERN HEMISPHERE, FZE –DAFZA, DUBAI

Administration/Legal Assistant, August 2012 – May 2013 

Admin:

· Greeting visitors/clients at the reception

· Managed the telephone exchange whilst working reception

· Maintained the record of courier deliveries and shipments

· Managed the booking of meeting rooms and catering requirements as necessary

· Booked hotels and flights after confirming appropriate approvals were in place

· Created Purchase Orders via Oracle system

· Revised and updated the UAE Employee Handbook including sourcing and uploading appropriate graphics

· Created an updated Employee Filing system

· Undertook Data Entry of highly confidential information with 100% accuracy

· Assisting HR with Visa renewals, cancellation and transfers

Legal:

· Scan and upload contracts on to the LiveLink internal legal website

· Created a local filing and labeling system of both soft and hard copies of files by Region and Country

· Compared contracts, amending clauses and tracking changes with the legal team in Houston and UAE

· Prepared letters and documents as required 

VISION 2K+Inc. – HYDERABAD – INDIA

Proof Reader, June 2007 – July 2012

· Proofing of medical transcription in the sense of medical terminology, grammar, syntax, etc. and make them at least 98.8% to be submitted directly to the client.

· Editing files

· Training juniors about transcription

· Handling doctors from different countries (esp. General, Cardiologist, Podiatric and Orthopedic)

PERSONAL DETAILS


Date of Birth:

21-12-1986

Nationality:

Indian 

Religion:

Islam

Marital Status:

Married

Gender:

Female

Languages Known:
English, Hindi, Urdu and Kannada. 

DECLARATION:

I hereby declare that all the above furnished information and particulars are true and correct to the best of my knowledge.

If you consider and make an opportunity for me I will work hard for better 
beneficial for your progressive association.


