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CAREER OBJECTIVE

To obtain a position with a dynamic corporation where I can use my qualifications, experiences, skills and competence to contribute to the overall efficiency, productivity and success of the company. I am dedicated, hard-working and a valuable member of the team and company. 
KEY SKILLS & COMPETENCIES
· Strong organizational, administrative and analytical skills.
· Time Management – worked under tremendous work pressure & met with dead-lines with ease and efficiency
· Excellent communication skills – verbal and written.
· Excellent proof-reading and computer skills with high attention to detail.
· Ability to maintain confidentiality.
· Excellent working knowledge of all Microsoft Office packages. 
· Ability to produce consistently accurate work, working extremely well under pressure.
· Ability to type at 60+ words per minute. 
· Ability to work under minimal supervisor and prioritize workload. 
· Arranging office filing system. (Both paper & electronic).

· Ability to take and record dictation for letters, reports and other correspondence and to transcribe these into notes into finished copies, depending upon position. 
· Knowledge of record keeping positions. 
· Knowledge of the application of the overall mission of a department to the performance of executive support activities.
· Positive attitude with ability to learn and grow.

· Customer service oriented.

EMPLOYMENT SUMMARY

	Nov 2014 – Current
	Great Earth Building Construction LLC (Hamriyah Free Zone)
	Sharjah, UAE
	Accounts Assistant

	Jan 2012 – March 2014
	Galadari Engineering Works Ltd Co. (LLC)
	Dubai, UAE
	Secretary in General & Administration

	July 2011 – Dec 2011
	Mangalore Institute of Fire & Safety Engineering
	Mangalore, India
	Office Manager


November 2014 - Current | Accounts Assistant | Great Earth Building Construction LLC

Roles & Responsibilities 
· Entering day to day accounts and journal entries.
· Handling petty cash vouchers and preparing payment vouchers.
· Preparing bank reconciliation statements.
· Position receipt voucher entries.
· Managing supplier invoices and preparing payment certificates and job costing. 
· Manage and process payroll of all staff and labors.

· Coordinating with Project Managers and updating suppliers regarding LPO’s and outstanding payments.

· Attending calls and maintaining on-going follow-up’s with suppliers. 

January 2012 – March 2014 | Secretary in General & Administration |                               Galadari Engineering Works Ltd Co (LLC) 

Roles & Responsibilities 
· Meeting and greeting clients and visitors to the office.
· Provision of administrative support/assistance to department staff members as & when required.

· Monitoring the outstanding transmittals on a weekly basis.
· Managing all the files & records to the office in good order, to be able to retrieve information when needed.
· Systemizing the individual employee’s files and ensuring all the information is up to date.

· Handling day-to-day office work like typing, emailing, faxing, receiving and sending of courier packages.

· Sorting and updating contacts.
· Preparing cash vouchers and petty cash statements.
· Supervising the work of office juniors and assigning work to them.
· Handling incoming and outgoing calls, all correspondence and managing filing. 
· Organizing business travel, itineraries and accommodation for managers.
· Updating and maintaining the holiday, absence and training records for al staff. 
· Raising purchase orders and managing invoice tracking.
· Setting up and coordinating meetings and conferences. 
· Updating, processing and filing of all documents. 
· Liaise with courier, order and manage stationary orders and manage maintenance companies. 
July 2011 – December 2011 | Office Manager | Mangalore Institute of Fire & Safety Engineering 

Roles & Responsibilities
· Responsibilities included administrative duties including but not limited to filing, data entry, responding to phone enquiries, etc.
· Oversee front desk staff schedules.
· Arrange appointments and meetings. 
· Recruitment and selection of candidates.
· Overall management of the office.
· Counseling and admissions based on different courses available. 
· Managing daily reports of 7 branches. 
EDUCATION 
2011         Master of Business Administration (MBA) in (Major in Finance)                 

                 Sahyadri College of Engineering & Management
2009         Bachelor of Business Administration (Major in Finance)
                 St Agnes College – Mangalore University
2006  
      Pre-University (Major in Commerce) 


      Canara PU College – Mangalore State Boards


COMPUTER SKILLS
· Operating systems – Windows 95/98/2000/NT (Administrator)/XP (Administrator)/Vista/7
· Software – Microsoft Office, Tally Accounting Programme from NIIT,              Peachtree

· Knowledge of all major computer systems and installation of associated software 
OTHER INFORMATION 
· Valid UAE Driving License holder
· Visa Status – Employment Visa (Hamriya Free Zone)

· Family is based in UAE

