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ADMINISTRATIVE ASSISTANT RESUME

AREAS OF EXPERTISE                    PERSONAL SUMMARY
Office Management
            
A highly resourceful, flexible innovative, and enthusiastic individual who possesses a considerable 
Administrative Support                             amount of knowledge regarding administrative and office procedures. A quick learner who can absorb 
Minute Taking                                             new ideas and is experienced in coordinating, planning and organizing a wide range of administrative  
Report Writing                                            activities. Well organized and an excellent team player with a proven ability to work proactivly in a
Presentations                                              complex and busy office environment. I am looking for a career advancement opportunity 
Diary Work                                                   with a company that will allow him to develop his skills and potential.
PERSONAL SKILLS                          WORK EXPERIENCE
Time management                                     FAKEH GROUP OF COMPANIES.
Proactive and assertive                        
ADMINISTRATIVE  ASSISTANT-Jan/ 2013-Mar / 2015.                       
Flexible &Approachable                          
Working as a part of a team and supporting the office manager, Responsible for the                                                             

                                                                      day to day tasks and administrative duties of the office including covering the Reception area. 
                   DUTIES

· Prepare &coordinate documents for employees hiring &employment termination, eg,agreements,visa request, gate passes, office access cards, sponsorship cancellation and repatriation, etc.
· Handle timekeeping and payroll preparation.

· Check monthly documents which will be expire and logistics for prompt renewal of visas, working permits ID cards (IQAMA),OHS cards and area free zone authority access cards.
· Act as the point of contact of employees with regards to their daily administrative requirements and attend to visitor requirements eg, leave travel booking, gate passes and office passes.

· Responsible for maintainnce and update of HR administration system and databases.

· Work closely with personal in ensuring the successful integration of activities towards meeting a particular objective as goal.
· Assist in the planning and facilitating execution of HR related activities.

· Ensure that all leave records of employees are regularly updated.
· Ensure staff communications and  relations by managing two way communication creating a climate and culture of belongingness and motivating environment.

· Act as a custodian of office supplies and facilitates the fulfillment of office supplies requisitions and purchases (except transportation related) maintain a professional working relationship with suppliers.
EXPERIENCE
Organization  :        SAUDI GERMAN ALUMINIUM PRODUCTS CO.LTD  October/ 2010 to November 2012
Designation    :       ADMINISTRATIVE ASSISTANT.

Job Responsibilities
· Keeping records of all personal files and passports.

· Monitors affectivity of  IQAMA and prepares  request for the renewal of IQAMA and Health cards.

· Preparation of violation memorandums.
· Computes and prepares end of contract benefits claim of employees.

· Personal documentations and registration & Monitors Expiration of insurances of the company.

· Process registration of the company and preparation of MIS Installation.
· Ensure confidentially at all times.

· Responsible for  purchasing and issue of yearly employee uniforms.

· Prepare leave payment and end of service calculations& Implementing appropriate Human Resource induction policies and strategies  ensuring objectivity  and transparency.
· Coordinate directly between the pr office &employees with regards to visa requirements or processing of new employees and other pr related activities for compliance with KSA  Labor and legal laws.
· Commit to support and comply with Corporate social responsibility projects and activities of the company.

· Perform any other duties required in meeting the objectives of the department.

         PERSONAL DETAILS                                                                                    KEY SKILLS AND PROFICIENCIE
                                                                                                                Strong organizational administrative and analytical skills.                                                
DOB                         :12/09/1984                                        Ability to maintain confidentially.
Religion                   : Islam                                                  Excellent working knowledge of all Microsoft office packages.
Nationality             : Indian                                                  Ability to produce consistently accurate work even whilst under press.
Presently                : In Dubai                                              Impeccable telephone manners.
Visa Status             : Visit visa
Ability to multi task and manage conflicting demands.     
Good level of numeracy.
ACADEMIC QUALIFICATIONS
                                                                                               Bachelor of commerce.

                                                                                               Kakatiya university  2003-2006

                                                                                               Intermediate :Commerce , Economics, civics…..
                                                                                                               MPJC College 2001-2003.
                                                                                                                Refrences  - Available on request.
