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    Dubai, United Arab Emirates 
Kavita Ramrakhyani


Strengths: Organized and focused approach to a particular task. Adaptability to work in different working environments. Good communication and interpersonal skills.

	Summary of Employment: 


· Property Consultant \sales co-ordinator–  KBC Kalani Business Consultancy
      Kalani Business Consultancy (Real Estate) From Feb 2008 till date.
· Executive Secretary–september2006 to February 2008.

      Anpex international (ESSA JEWELLERY LLC) Deira near old gold souk Dubai
· Call center cum telesales executive march 2006 to September 2006

·  Executive secretary – December 2004 to February 2006.

      Mega Star Trading co. LLC Al Awir branch Dubai (U.A.E)

· Office secretary – Sep 2004 to Dec 2004

Customer care Executive ​–2001 to May 2004
Rukmani Motors Automobile Maruti Suzuki co. Indore (M.P.)   

	 Qualifications: 


Diploma in French Level A2 from Alliance francaise Paris.
Post Graduation Diploma in Computer Applications 2003

Bachelor of Science from University of Indore, March 1997

Basic computer course in MS Office from NIIT in Feb 2002

Tally 5.4 from Super Computers Consultant in June 2002.

English Typewriting 40 wpm in November 1996

Executive Secretary Training from Zabeel Institute Bur Dubai 2008 

	Computer Skills


ERP



            Horizon

Applications
              
Office 2000/ XP (Word, Excel, PowerPoint)

                                                
Post graduation diploma in computer application.

Operating Systems
  
Windows XP/2000 Pro/ME/NT/98

                                                     Page maker accounting visual basic FoxPro 

	Employment Profile


1. Property Consultant February, 2008 till date.
    Kalani Commercial Brokerage LLC
· Handling all property work Rental as well as Free Hold
· Led a team of 12 direct reports of on-site property managers.

· Interfaced with Airports and building ownership regarding all property related matters;

· Negotiated over 75 leases and sub-leases,  new deals, expansions, renewals or other required amendments valued at $47 M.

· Assessed repairs, negotiated bids and managed repairs & maintenance contractors and tracked documents with related insurance certificates, lien waivers, and so forth.

· Implemented processes to ensure standards for insurance coverage, proper limits of coverage are achieved.

· Reduced annual operating expenses by an average 15% during my tenure.

· Ensured accurate and timely preparation of current rent-rolls each month noting changes and managing lease roll-overs on forward-looking basis.
· Responding to all telephonic enquiries for all property.

· Sending mails all upcoming property to all the real estate agent and investors.

· Visit the free hold property with client and give the right property to the client according their budget.

· Preparing the MOU (Memorandum of Understanding) between Buyer and Seller at the time of buying the property until transfer the property on their name.
· Preparing lease agreement between landlord and tenant on the time of lease out property.

· Responding all property shows and launchings on behalf of MD.
1. Executive secretary September 2006 February, 2008.
  Anpex International Dubai (u.a.e.)

    Job Description:

· Coordinated tasks for staff meetings and board meetings

· Managed preparations of important reports for Board of Directors

· Prepared departmental and divisional reports on a monthly basis for distribution

· Updated policy and procedure manual for time to time

· Handling confidential all secretary work responding routine correspondence, by e-mail Fax, paper filing.

· Handling local and international office expenses, banking transaction, fund transfer to the overseas country through bank T.T. Transfer and through exchange offices and other all account work.

· Responding to visitors incoming and  outgoing telephone calls.
· Sending quotation to different company’s for granite and marble

· Handling all daily cash account account expenses for office . 

· Preparing up to date data for all office expenses

· Make a record daily schedule of meetings and preparing agendas; for vice president, reporting to manager for monthly accounts reports.
· Handling salary account for staff employee.
· Placing purchase order for different companies .
· Handling all office traveling hotel booking for staff and guests.

· Arranging visa related work for employees and guest

· Arranging hotel travels and rent car for guest and employees.

· Handling all bank out going work withdrawal cash cheques,diposite and t.t.transfer,money transfer by exchange and other outgoing bank works.

· Manage particulars of off-site functions including participants, securing of location, availability, travel arrangements, menu choices and material preparation such as charts, correspondence, and slide preparations.
      Secretary – December 2004 to February 2006.

 Mega Star Trading co. LLC Al Awir branch Dubai (U.A.E)

Job Description:

· Scheduling and arranging important meetings and conferences whenever required

· Communicating with clients by attaining telephone calls and fax messages

· Planning and organizing meetings with the clients and attaining overseas conference calls

· Responding to the client and customer inquiries on a timely basis and providing word processing and secretarial support wherever necessary

· Delegating the information to the required department in the organization in a timely frame

· Giving presentations to the superiors about the working procedures, revenue generated, expenses, human resource management, etc.

· Making calendar entries for the reporting managers and scheduling meetings and appointments

· Preparing and maintaining the data shared between the departments and recording the information accordingly

· Providing detailed information about the business and working nature of the organization to the clients

· Attending events and meeting on behalf of the managers and later briefing them about the same

· Provide training to the other clerical staff

· Plan and arrange travel schedules and reservation for the superiors and executive management as needed

· Ensuring that the organization policies, rules, and regulations are followed properly

· Ensuring that the organization follows all the legal rules and regulations

IV   Customer care executive –2001 to may2004

      Rukmani Motors Automobile Maruti Suzuki co. Indore (M.P.)   

Job Description:

· Serve as a basic point of contact for customers with complaints, queries, feedbacks, and requests etc

· Handle responsibilities of updating critical issues to the customer care specialist for solving the same

· Perform the tasks of conducting research and compiling answers for informational requests from customers

· Handle responsibilities of recording and scrutinizing the complaints received from customers

· Perform the tasks of preparing reports on the daily activities of the Customer Care staff

· Handle responsibilities of dealing with complaints to achieve customer satisfaction

· Perform the tasks of updating purchase order status to customer care specialist

· Giving all required information to customers regarding present promotions going on vehicles in our company.

	Personal Data


· Date of Birth


03rd May1985

· Nationality & Religion

Indian 

· Marital Status


Single

· Visa Status 


VISIT VISA 
· Driving License


Valid UAE Driving License
· Languages know
French, English, Sindhi, Hindi, Guajarati and                                      Punjabi
REFERENCE:
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