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SUMMARY

I am a Master in Business Administration with Bachelor of Computer Application, having over 3 years UAE experience in HR & administration. I possess good understanding of the e-commerce system & business analysis 
OBJECTIVE

To pursue a rewarding opportunity in a company where in my knowledge, experience and intellectual skills can be best utilized to the company's culture of excellence and broaden my horizons for learning as well as offer me the opportunity for increasing the level of my professional growth.
COMPETENCIES

· Good communication & presentational skills with dynamic and friendly personality.

· Flexible and adherent to work shifts and schedules, can work under pressure.

· Efficient communication skills both in written and oral specifically in English language.

WORK EXPERIENCE

Coast Premier Metal Junk & Scrap Trading LLC
Abu Dhabi

July 2014 – till date

Administration Manager
· Handled day to day transactions

· Staff attendance , Staff vacation setup
· Preparation of Monthly statements (Sales, Purchase and  Expenditure)

· Monthly Salary statements and distribution
· Book keeping, Petty cash, Daily Transactions
· Excellent telephone manners-able to approach prospects at all levels

· Involved in direct sales and purchase
· Handled the responsibilities of receiving goods, processing documentation

· Assigned the tasks of maintaining proper record of inventory of items in warehouse and order as required 

· Prioritizes items for dispatch as well as prepare distribution plans 

Integra Screen FZ LLC. Media City, Dubai, UAE
February, 2006 – April, 2008 
Associate (Operations Department)
· Receiving the applications from Empost and also handing over the previous day’s application’s log sheet to Empost personnel. Inform Empost personnel of mismatch in applications received and in the log sheet

· The applications opened for Beeping, 2 barcodes (Empost Barcode and MOL Barcode) for daily log as well as for management purpose.
· Validation of applications for DVP system. 
· Every week co-ordinates with Doc man for collecting the Scanned applications for storage and also delivery of application for re-scan for DVP. And also new boxes for next week storage.

· Every month co-ordinates with Docman for destruction of Docman boxes

· At the end of the day I am send  different types of reports to the management

· Report on complete count of the day, including the DVP Online (IN) and Manual (GP), ZC, DLV

· Updated MIS and DVP sheet on a daily basis

· Updated Transfer details sheet on a daily basis

· Following up with Zones Corp for missing documents and updating the ZC applications

· Coordinating with applicant for the original certificate returns

EDUCATION

MBA (Master in Business Administration) Specializations in Marketing & HR
From Osmania University, Hyderabad, India (2003-05)
BCA (Bachelor of Computer Application) Specializations in Computers 
From Osmania University, Hyderabad, India (2000-03)
COMPUTER SKILLS

     Operating System  : Windows- 2000/Server/XP/7/8
Application Suite   

: MS-Office (Word, Excel, Access and PowerPoint)
Reporting Tools    : Oracle Business intelligence (OBIEE), BI-Publisher,
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