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OBJECTIVE

Executive handling Office Administration, Co-ordination, Media Publication and Customer Care in an esteemed organization. 
KEY QUALIFICATIONS

Has 5+ years of experience in administration activities – Back Office & Front Office.
EDUCATION

· Bachelor of Business Administration, 2000
EXPERIENCE RECORD

2008 – 2008
E. C. NELSON CO. LLC, MUSCAT


Data Entry Operator

· One of the reputed company, engaged in Market Analysis Services to the various prestigious business houses of Oman.

· Responsible for Data Entry for the ongoing projects.

2007 – 2007
UNITED MEDIA SERVICES LLC, MUSCAT


Account Specialist – PR

· One of the reputed Media Houses of Oman, a Renaissance Group company, engaged in Media Publishing and Public Relation Services to the various prestigious business houses of Oman.

· Working as a Team Member for Media Publishing and Public Relation Services Group, Buzzword-action.

· Responsible for Media monitoring, weekly & monthly reports for clients.

· Reporting to Manager (PR).
2001 – 2002
ALSTOM SYSTEMS LIMITED, BARODA

Executive - Administration
· Working in Human Resources and Administration Department and responsible for Front Desk Support and Back Office Administration work.
· Reporting to Manager (HR & Admn).

1999 – 2001
INDIA INFOLINE, AHMEDABAD

Office Co-ordinator – CITIBANK Division
· An independent information and consultancy service Provider Company.
· Client base includes leading banks, corporate houses and financial institutes. Tied up with CITIBANK to market its financial products such as Credit Cards, Home Finance, Car Finance and Personal Finance.
· Responsible for Back Office Administration of the office including collection of the Application Forms, Verification and forwarding the same to CITIBANK for further processing as well as coordinating with management, executives and CITIBANK.
LANGUAGE CAPABILITY


English


Spoken-good, Written-good, Reading-good

Hindi



Spoken-good, Written-good, Reading-good

Gujarati


Mother Tongue

PERSONAL INFORMATION

Marital Status


Married

Strengths
Friendly nature, Adaptability, Flexibility

Core Strengths
Quick and Efficient grasping power, Good communication skills, Responsible, Adaptable to any environment
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