[image: image1.jpg]


Gulfjobseeker.com CV No: 1429212
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php

CAREER OBJECTIVE
Seeking a position in a dynamic organization with stimulating environment, which could utilize my knowledge and education and to meet the global challenges ahead with the best of my performance and confidence.

CAREER SNAPSHOT
A result oriented professional with 1+ years of experience in Office Administration, Customer Service & Basic Accounting.
· Office Administrator – Jubilant Technical Services LLC (From 1st June 2014 - 31st May 2015) 

PROFESSIONAL SKILLS SUMMARY
· Knowledgeable in Microsoft Office & Tally. 
· Excellent at providing friendly service and help. 
· Enthusiastic team player experienced in motivating others to accomplish a goal. 
· Strong writing and communication skills. 
· Ability to handle confidential or sensitive information. 
· Excellent problem solving, time management and organizational skills. 
· Outstanding customer service and phone skills. 
· Proactive problem solver who is good at thinking “out of the box”. 
· Proven team player, works well alone, with little or no supervision, or as part of a group. 
· Persuasive communicator with strong listening, writing, and verbal skills. 
· Desire to learn and be trained. 
· Flexibility. 
· Positive Attitude. 
· Ability to Accept and Learn From Criticism. 
EDUCATIONAL QUALIFICATION / ACADEMIC RECORDS
· Pursuing Bachelor of Business Management (BBM). From Mangalore University 
· Pre-University College. From Mangalore University (2010) 
· Secondary School Leaving Certificate SSLC). From St. Gerosa Girls school, Mangalore. Board Of Public Examination (2008) 

DETAILED JOB PROFILE
Company
: Jubilant Technical Services
Role
: Office Administrator
Duration
: 1st June 2014 – 31st May 2015
Key Responsibilities:
· Attracts potential customers by answering product and service questions, suggesting information about other products and services. 
· Resolves product or service problems by clarifying the customer's complaint, determining the cause of the problem, selecting and explaining the best solution to solve the problem, expediting correction or adjustment, following up to ensure resolution. 
· Ensures proper escalation of client complaints is adhered as per company policy and procedures. 
· Recommends potential products or services to management by collecting customer information and analyzing customer needs. 
· Maintaining and developing relationships with existing customers in person via telephone calls and emails, demonstrated passion for excellence with respect to treating and caring for customers. 
· Ensure knowledge of staff movements in and out of organization, Supervise and coordinate activities of staff. 
· Monitor visitor access and maintain security awareness. 
· Arrange meetings with potential customers to prospect for new business. 
· Provide and maintain business premises and other facilities, provide general administrative and clerical support. 
· Maintenance of other office amenities i.e. kitchen supplies and stationery. 
· Maintain daily records of shipments and invoices to see what products need to be replenished. 
· Handling and directing phone calls, Meeting and greeting clients and guests. 
· Perform basic accounting and Tally. 
· Maintain sales invoices, reports, delivery notes, petty cash and filing documents. 
· Opens customer accounts and maintains customer records by recording account information. 
· Checking the quantities of goods on display and in stock. 
· Maintain current, accurate, and confidential filing system, providing historical reference utilizing filing and retrieving systems. 
· Follow up on payments and handle collection of money whenever necessary. 

PERSONAL INFORMATIONS
	Date of birth
	:
	06-04-1992

	Gender
	:
	Female

	Visa Status
	:
	Residence (Husband Visa)

	Nationality
	:
	Indian

	Marital Status
	:
	Married

	Multilingual
	:
	English, Hindi, Malayalam, Tulu & Kannada

	Hobbies
	:
	Dancing, Listening to music & Surfing


