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JOB OBJECTIVES:-


A challenging position at a growth-oriented firm, which will allow me to further utilize both my inter-personal skills and acquire new abilities. To develop selling abilities that was developed through my education & experiences, with the opportunity for professional advancement and growth.

PERSONAL SKILLS:

· Experience in clients service management at sales, Advertising and Merchandising of consumer goods,
· Strong organizational, administrative and analytical skills
· Ability to produce consistently accurate work even whilst under pressure.
· Ability to multi task and manage conflicting demands.
· Friendly with a positive attitude

· Effectively able to work with diverse group of people

· Willing to learn

EDUCATIONAL BACKGROUND:

· Under Graduate (HSC)diploma in Commerce, Govt. Pre-University College, Mangalore

· High School, Medicine High School, Mangalore

· Computer Added Secretarial Practice (CSP), Sacred Heart Institute, Mangalore

· International Travel & Tourism, NIET, Mangalore

SPECIAL SKILLS: 
· MS-Office

· Adobe Photoshop

· Adobe Page maker

· Hotpak (Hotel Management Program)

· IDS (Hotel Management Program)

· Customer Service 

· Interdepartmental Coordination 

· Internet Research 

· Records Management 

· Telephone Reception 
· Supervision
WORK EXPERIENCES:
· Capriole Construction Co.  – Executive Secretary of Managing Director (February 2014 – Till Date):
Roles & Responsibilities: 
· Responsible to receive the documents from the sites and distribute to the concern person.

· Receiving Payment Certificates from the sites and get approval signature from the Managing Director and send it to the Accounts Department.
· Preparing Letters and Memos & Sending mails to outsiders as well as internal staffs.
· Scheduling meeting & Travelling Arrangement of Managing Director.
· Maintaining attendance records of departmental personnel.
· Maintaining Leave record of the employees.
· Coordinating with inter personal department for Visa’s and other related work of Construction.

· Arabian Construction Co-Simplex Infra Pvt Ltd (JV) – Personal Secretary cum Sr. Document Controller (January 2012 – January 2014)

Roles & Responsibilities: 

· Responsible for Preparing Documents as per the instruction of Project Manager / Quality manager and submitting to the client, After summation assuring with the submittal receiving stamp and updating in the log. 
· After receiving the commented documents from client sending to the project Manager with distribution stamp for the signature to distribute the document to the internal departments.

· Supporting to the QA/QC Manager to following up for procedure and format of the documentations.
· Archiving all the documents for future search 
· Following up the filling system and code numbering of each document 

· Scan, Send and Receive all the Submittals through Aconex System which is very useful system for documentation.
· DHFL (Dewan Housing Finance Corporation Pvt Ltd Mumbai)-  Administrator (November 2008 – December 2011)
Roles & Responsibilities: 

· Responsible for making domestic and international travel arrangements including car hire and hotels for senior-level executives and billing.
· Bifurcating bills, getting necessary approvals & handing them over to the accounts department for payment
· Handles incoming calls and promptly forwards calls to proper person among 300 employees. 

· Responsible for scheduling meetings for all HOD levels and their clients; escorts visitors to staff members' offices, and provides hospitality service arrangements as requested by staff. 
· Handling Stationery and telephone Billing
· Creating ID Cards and updating attendance 
· All Services Under One Roof (Mumbai) – Front office Executive (March 2008 – October 2008 (Sites:- RNA Builders For one month, Technimont ICB – October  2008)

 Duties & Responsibilities:

· Handles incoming calls and promptly forwards calls to proper person among 1000 employees. 

· Booking meeting rooms for meetings, trainings & conferences
· Attending the Visitors and escorting them to the concern person

· All Responsibility as a Front office Executive

· Arabian Palace Suites (Bahrain) - Front office Supervisor (March 2005-June 2007)

Duties & Responsibility:

· Selling Rooms to Navy personal and Civilians
· Oversee and supervise all duties performed by all Front Office employees. 

· Coach, counsel and discipline employees when necessary, using proper documentation and proper techniques. 

· Ensure that all Front Office employees complete their essential duties before their departure. 

· Ensure that all Front Office employees are posted at their stations at posted time. 
· Assist with any scheduled shift problems on the night audit shifts.

· Accountable for the proper training and daily monitoring of all service levels provided by employees to guests and other fellow employees.

· Ensure proper inventory controls, working with Sales and Reservations to ensure maximum selling potential and house balance.

· Customer Relation development and Management

· Handling the foreign currency

· Making Invoices & Lease Agreement for guest

· Making Bank deposit transactions

· Holding Petty cash, Receipt & Payment Vouchers

· All Responsibility as a Front office Supervisor
· Spot on Trading & Electrical Contracting (Bahrain) - Secretary (September 2004-January 2005)
Duties & Responsibilities:

· Filing the Company’s Document

· Typing the Business letters

· Making the telephone calls

· Answering the telephone calls

· And other Secretarial jobs

· RuRu Tower (Bahrain) – Receptionist (March 2004-August 2004)
Duties & responsibilities

· Selling Rooms to Navy personal and Civilians

· Greeted, registered, and assigned rooms to guests. 

· Verified customers' credit, and established how the customer will pay for the accommodation. 

· Kept records of room availability and guests' accounts, manually or using computers. 

· Computed bills, collected payments, and made change for guests. 

· Performed simple bookkeeping activities, such as balancing cash accounts. 

· Issued room keys and escorted instructions to bellhops. 

· Reviewed accounts and charges with guests during the check out process. 

· Posted charges, such as those for rooms, food, liquor, or telephone calls, to ledgers manually or by using computers. 

· Transmitted and received messages, using telephones or telephone switchboards. 

· Contacted housekeeping or maintenance staff when guests report problems. 

· Lys Blanc (Bahrain) - Counter Sales Clerk (March 2002- March 2004)

Duties & Responsibilities

· Welcoming the customers.
· Introducing about the products (household interior decoration items)
· Dealing with in house clients.
· Holding cash & making Bills.
· Handling Petty cash & ledgers.
· Mangalore Monthly Magazine, Mangalore (India) - Computer Operator cum Office Assistance (May 2000- February 2002)
Duties & Responsibilities

· Setting the typing for magazine

· Attending Phone Calls

· Filing the office Documents

· Managing the books circulation

· Handling cash

· Meeds Travels & Trade Links, Mangalore (India) – Receptionist (1999-2000)
 Duties & Responsibilities

· Attending the phone calls & giving conference calls

· Booking the Airlines & Bus tickets

· Proceeding the Passport Applications

· Other responsibilities of Receptionist

· Exchanging the foreign currency
· Vinaya Electrical & Contracting, Mangalore (India) – Secretary (1997-1999)

Duties & Responsibilities:

· Advertising & Merchandising

· Checking Purchase orders for building materials (i.e. electrical & Plumbing)
· Maintaining any customer database to improve tracking, reporting and customer service. 

· Filing office documents

· Maintaining the tax file

· Preparing salary for the staff

· Handling cash & Depositing the cash to the Bank

· Preparing Payment Vouchers & Receipt

· Customer Service & Attending the phone calls

· Other responsibilities of Secretary

LANGUAGES KNOWN
English, Hindi, Konkani, Kannada, Tulu
PERSONAL DETAILS

· Date of Birth

: 18th December 1978

· Nationality

: Indian

· Sex


: Female

· Marital Status
: Married

· Valid UAE Driving License
