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____________________________________________________________________________________ 

 Sub: - Resume for the Post of Administration, secretary, Receptionist
____________________________________________________________________________________         
· OBJECTIVE:
____________________________________________________________________________________
To gain an excellent growth oriented position in developing highly efficient organization that will utilize my skill & talent & provide better growth opportunities.

 ____________________________________________________________________________________
· Computers Experience:
____________________________________________________________________________________
Basic computer operations, Ms Office, Word, Excel, Internet browsing, email correspondence.
____________________________________________________________________________________
· Working Skills:
____________________________________________________________________________________
Resourceful team player who excels at building trusting relationships with colleagues.
Innovative problem solver who can generate workable solutions and resolve complaints. 
Highly motivated self starter, who takes initiative with minimal supervision.
____________________________________________________________________________________
· WORK EXPERIENCES:
Worked as a Administration Receptionist secretary& Sales coordinator since June 2013to Feb 2015 in Ajman Kitchens Machines & Devices Ind. L.L.C. Sharjah, UAE.
----------------------------------------------------------------------------------------------------------------
Office Administration in charge & Receptionist cum secretays at Aqsa Girls’ High School, Mumbai, Maharashtra. 
Designation: Administration In charge & Receptionist.
Duration:  March 1996 to March 2013 (17 years of expertise Exposures)

Areas of Expertise:-                                                                                                                                                                                                            
· Extensive experience in providing executive personal assistance, office management, secretarial, clerical and administration support to management and employees to ensure service excellence.
· Skilled in managing diary, scheduling appointments, recording minutes if the meeting, and organizing details if travel and events. Also perform phone call handling.

· Preserve proper records of incoming and outgoing correspondence, file documents and letters   systematically, and keep all assigned files up-to-date. Maintain confidentiality. 

· Device comprehensive filing system and handle documents control.                                        

· Serve as point if contact for both employees and management on all personal matters and fulfill human resource policies, programs and procedures as per government policies.                                                                                                                 
· Process, verify, and keep documentation about personal activities such as staffing, recruitment, training, grievances, performance evaluation, staff records and organization chart as per classifications. 

· Maintain a cordial and effective working relationship with internal department as well as government officials and other third parties dealing with the organization.

· Planning of Institution activities such as vacation planning and or training for the team members.
Executive PA Functions:-

· Responsible for all Executive PA work profile and clerical work related to assigned areas.

· Collect, organize and summarize information requested by the Senior Managers.

· Arrange appointments, make necessary arrangements for the meeting and ensure availability of appropriate personnel’s for the meeting as per scheduled time and place.

· Manage and handle confidential documents, correspondence and enquires professionally.

· Handle, coordinate and interact with VIP’s, visitors and other guests.

Education Exposure:-

· Passed S.S.C. with 1st Class from  Momin Girls’ High School, Mumbai in the year 1993.
· Passed H.S.C. with 2nd Class from  K.M.E.S. Eng. Med. Jr. College Mumbai in the year 1995.
· Passed Bachelors Degree in Arts, in 2nd Class from  University of Mumbai in the year 1998
.     

· MS.CIT Diploma in Computer , 82% Distinction
Course covered: MS.Office, Typewriting, General Computer application, Urdu typing. 
____________________________________________________________________________
· COMPUTER EDUCATION IN ZEAN COMPUTER INSTITUTE
Microsoft office- MS-Word, MS-Excel, , MS-Outlook and additional office regular using software’s.
____________________________________________________________________________________

· PERSONNEL DETAILS:
____________________________________________________________________________________
Date of Birth

: 24th October 1977
Marital Status

: Married 

Nationality               : Indian  
Visa 


: Residential Visa (husband’s Sponsorship)
Language Know
: English: Read, write and speak fluently.


            Hindi: Read, write and speak fluently.




  Urdu: Read, write and speak fluently.




  Marathi: Read, write and speak fluently.
Hobbies                   : Reading news paper, Browsing, listening to Hindi music
Reference                : Available on request
Strength                  : Quick learner, Focused and Achievement oriented, Good relations skills with staff 




  Members. Hard working Honest and dedication to company’s objectives. Good 




  Knowledge and experience in school office work.
____________________________________________________________________________________
DECELARATION:
____________________________________________________________________________________

I declare that all the above information given by me is true and accurate to best of my knowledge.
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