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__________________________________________
CAREER OBJECTIVE:

Administrative Assistant with strong interpersonal and organizational skills with a keen ability to multitask a variety of challenges and responsibilities, Easy going by nature and able to get along with both work colleagues and senior managers.
WORKING EXPERIENCE:
Presently working for Aquaplex FZE, SAIF ZONE, Sharjah as Administrative Office Assistant since May 2014.
Main Duties and Functions
· Assisting purchase and HR department teams in filing new purchase orders providing informational support to the team.
· Arranging executive’s visas, travel and accommodation logistics.

· Maintaining inventory of office supplies and ensure that low supplies are ordered in time.
· Filing and archiving of documents and record management including SAIF zone documentation.
· Arranging of payments to contractors and vendors by creating liaison with accounting departments.
· Preparing and distributing admin related correspondence such as memos and letters.
· Ensure that office equipment is in running flawlessly at all times and arrange for equipment repairs and maintenance.
· Prepare administrative reports for the benefit of the management.
· Preparing memos, reports, and spreadsheets, database, and presentation software such as PowerPoint.
· Attend meetings, taking minutes of meetings and ensure that they are recorded properly and distributed as instructed.
· Ensuring quick response to routine inquiries.
· Handling inbound and outbound calls and relay messages.
· Maintain & Monitor Office and Pantry Supplies Weekly and Monthly.

WORK EXPERIENCE:
1. Worked for VFS Global LLC, Dubai, U.A.E. in a temporary position as a Visa Process Coordinator from March to June 2014
Main Duties and Functions 

Serving Swiss consulate by receiving applicants who want to apply for the Schengen visa, and work as an intermediate between the consulate and applicants, I joined the quality control team who check the documentation including taking biometrics of the applicants before sending any files for the consulate to ensure all documents are correctly filed as per requirement of the consulate and avoiding any delay in visa processing. 

2. Worked for Hempel Paints limited, Sharjah, UAE in a temporary position as Administration & Sales Support Secretary.
 Main Duties and Functions 

· Preparing quotations, specifications and submittals as required

· Updating CRM system, Prepare Project pipeline utilizing CRM

· Performing all sales related activities as per Hempel E-Convention and ISO procedures 

· Ensure all Sample requests (paint samples and panels etc.) from internal or external customers are met in a timely way and followed up to conclusion

· Update marketing, Sales literature (Brochures and profiles) and prepare Consultant manuals.
· Prepares Monthly Reports ( as required by Sales Manager and staff ) and customer’s activity and updating on sales 

· Log all incoming faxes and distribute to the specific person in a timely way. Filing of all necessary documents

· Handled customer enquiries in a professional and polite manner at all times.

· Answering all incoming Tele calls from customers in a professional manner that projects a positive and polite face at all times.

· Coordinating technical enquiries etc., between main office and all staff.
· Scanning and filing of all required daily documents.
Activities in Customer Relationship Management (CRM)
· Treat all External and Internal customers in a positive and pro-active way. 

· Keep the general working environment in a clean and tidy state at all times.

· Coordinate with Hempel associate offices for overseas supplies.
· Performing other related jobs/tasks as required
· Review of purchase Orders (PO’s) for price and credit terms.
· Follow-up with customers/sales for clarification on PO received.

· Hotel Booking & Flight bookings and Visa processing for new joiners.
3. Worked for Anrak Aluminum Ltd, Hyderabad group of Penna Cement Industries Ltd. from September 2005 to February 2013 and Penna Cement Industries Ltd., Hyderabad and Bangalore as Front office /Administrative Executive 
Responsibilities:

· Assisting in purchase department as doing purchase orders.

· Worked in HR department for in shortlisting procedures.

· Providing administrative/secretarial support for various departments/divisions such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries.

· Leaves updating of the employees and looking after LTA, Medical and ESI.
· To arrange flight, train, bus and hotel bookings. 
· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for managers, which also includes travel and lodging arrangements

· To maintain stationery items and house keeping.
· Coordinate with various staff for operational support activities of the unit, serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems.
· Coordinate the repair and maintenance of office.

· Prepare and assemble media kits for marketing and public relations departments

· Organize, sort and assign mail distribution for all the employees
· Answering the administrative queries either by direct conversation/telephone or by telephone or by email
4. Worked for Thomas cook India Ltd. Admin Department from 2002 September till 2005 July.
Responsibilities:

· Leaves updating of the employees and looking after LTA, Medical and ESI.

· To arrange Flight booking, train, bus and Hotel bookings. 

· To maintain stationery items and house keeping.

· Arranging conference meetings and video conferences, conference calls.
EDUCATIONAL QUALIFICATION:

	Course
	     Board / University 
	College  

	B.A Psychology
	Osmania University 
	Osmania University, Hyderabad

	H.E.C
	Board of Intermediate
	Mahaboobia Junior college, Hyderabad

	S.S.C
	Board of S.S.C
	Wesley girls high school, Hyderabad


PROFESSIONAL QUALIFICATION:

Successfully completed Certified Document Controller Course in October 2012.

Course include

Documents controller Roles and Responsibilities

Types of documents including drawings

International Codes and standards

Control of documents ISO 9001 : 2008

Master, Control, Uncontrolled Superseded Documents & as Build Drawings

Saudi Aramco Projects Records

Final Project QA/AC Dossiers and filling systems

COMPUTER SKILLS: 

· Packages               
:    Ms-Office      
· Knowledge in Short Hand (Lower Level)

STRENGTHS:

Good communication skills, Assertive, Positive attitude, Patience, Interpersonal skills, Coordination, Adaptive to new applications and technologies.
PERSONAL DETAILS:
Date of Birth   
:     06th November, 1980

Languages known
:     English, Telugu & Hindi.

Visa            
:     Residence (Husband Sponsorship)

Marital status  
:     Married.
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