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OBJECTIVE
Seeking a position in Office Administration / Spa Manager / Customer Service / Real Estate Agent / Public Relation (P.R.O) with any reputed organization and to work diligently and honestly at the job assigned to me within the organization and upgrade my knowledge effectively for solutions.
PROFESSIONAL SUMMARY
· 8 years of experience in general office administration & front office in UAE.

· Possess excellent organizational, communication and computer skills.

· Demonstrated ability to effectively plan, coordinate and meet deadlines for reports.

· Highly capable of successfully contributing to any work environment in the organization.

· Work well independently and as well as a motivating team member.
· Able to build good business relationship with clientele and render advice at all levels.

· Have excellent customer service, negotiation, influencing & organizing skills.

· Independent, self motivated, able to take responsibilities and work well under pressure.

· Flexible team player with the demonstrated capacity to learn quickly and apply that knowledge effectively.

· Resourceful, with the ability to organize and prioritize multiple tasks.

WORK EXPERIENCE
Administration Manager from November 2008 to till date, for a group of companies having Spas (Aura Spa) and food outlets (Hyderabad Rocks, Little Italy & Chit Chat Food Court).


Job Responsibilities:
· Looking after all the units in the sense of business development and up keeping.
· Hiring of the relevant staff for the business.

· Maintain Staff productivity records by keeping a track of the tasks they do.

· Ensuring smooth running of the businesses.
· Assisting the Managing Director in his personal and business works.

· Doing all legal Government works – Immigration, Labor, Dubai Economic Dept. & Dubai Municipality.

· Dealing with the parties for the payments (payable & receivable).

· Doing all the banking related works – deposits, withdrawals, preparation of banker’s cheques, transfers etc.
Office Assistant / Receptionist / Data Entry Operator from March 2007 to October 2008, for Sky Shop (L.L.C) – distributors of TVC Sky Shop products.
Job Responsibilities:
· Attending customers & customers’ calls regarding purchase inquiries of Sky Shop products.

· Managing purchase and inventory of stocks of the Sky Shop products.

· Attending incoming and outgoing calls on the company’s switchboard.

· Maintaining Daily, Weekly and Monthly Attendance record of the employees.

· Business Correspondence.
· Ensuring the timely delivery of the product to the customer.

· Processing of database and details of the customers. 

· Assisting in various routine administrative tasks.
· Assisting in collection of cheques from clients and also dealing with banks.

· Preparing of accounting vouchers (payment & receipt) and invoices. 

Office Assistant from September 2006 to February 2007, for Al Ferdous Garments Industry, Ajman.

Job Responsibilities:
· Attending telephone calls pertaining to enquiries.

· Assisting the Administration Department in maintaining an effective filing system.

· Assisting walk-in clients and customers.

· Assisting in collection of cheques from clients and also dealing with banks.

· Preparing of accounting vouchers (payment & receipt) and invoices. 
EDUCATIONAL QUALIFICATION

Secondary School Certificate (SSC), Bhartiya Shiksha Parishad, Ratnagiri, Mumbai, India.

Diploma in Air Conditioning & Refrigeration, Kohinoor Technical Institute, Mumbai, India.
PERSONAL DETAILS

Nationality




Indian

Date of Birth




10 January 1983

Gender





Male

Marital Status




Single

Visa Status




Employment (Transferable)
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