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CAREER OBJECTIVE

· Seeking a deserving position in an organization which gives me a chance to improve my knowledge and enhance my skills.

· To be part of a team that excels in work towards the growth of the organization. & to deliver quality work and be an asset for the organization.

WORK EXPERIENCE:

· Working with Coral Supplies & Interiors LLC 

Position Held: Secretary to MD & HR/Administration Co-coordinator

Duration: 1st December, 2011 To Present.

Job Responsibilities:

· Recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing and selecting candidates.

·  Training and supervising junior / new staff and delegating work as required.

· Attending meetings, taking minutes and keeping notes.
· Using content management systems to maintain and update websites and internal databases.

· Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures;

· Liaising with staff in other departments and with external contacts.

· Sorting and distributing incoming post and organizing and sending outgoing post.

· Organizing and storing paperwork, documents and computer-based information.

· Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management.

· Planning, and sometimes delivering, training - including inductions for new staff.
Other Job Responsibilities include :

· Arranging Legal Documents for commencement of projects.

· Arranging & renewing passes and forms for airport related projects in AUH , DXB & SHJ
· Co-coordinating with clients and subcontractors to execute and acquire work to be done on site.
· Issuing LPOs to Sub-Contractors.

· Issuing Work orders. 
· Worked with ETA Star Hospitality

Position Held: Duty Manager and Sales Coordinator 
Duration : 7th  February, 2011 till 30th November 2011
Job Responsibilities:
· Responsible in selling 3 properties: Hallmark, Star Metro Deira and Star Metro  Al Barsha

·  Managing Revenue reports

·  Preparing Rate grids according to Season and Events

· Preparing Tenders and quotations

· Organizing Show around for Guests and clients in all the three properties

· Handling Banquet and Restaurant sales

· Preparing database of all the GCC Countries

· Managing rosters for Staff

· Preparing Business Summary Reports

· Competition Analysis Report

· Responsible for making staff rosters and assigning duties

· Arranging airport transfers and tours for guests.

· Preparing DTCM Reports.

· Worked with NADIA Recruitment Training & Management Consultancy Position Held : Recruitment & Training Consultant. (Temp Position) Duration : 1st June, 2010 till 20th  December, 2010
Job Responsibilities:

· Handling incoming calls. Greeting & assisting visitors.

· Meeting clients in order to discuss the terms and conditions for recruitment process.

· Assisting candidates and clients corning for interviews.

· Arranging recruitment enquiries and training.

· Assisting recruitment consultants in their duties.

· Filing and maintaining invoices and terms and conditions.

· Maintaining follow-up with clients, candidates and students.

· Scheduling interviews for candidates and scheduling classes for students

Coming for framing.

· Assisting and solving problems of candidates applying for jobs online.

· Handling opening and closing of departments.

· Preparing Daily Reports.

· Also possess database knowledge.

· Worked with Students Aid to Foreign Education (S.A.F.E) 
Position Held : Front Office Assistant

Duration : 5th November, 2007 to 19th December, 2008. 

Job Responsibilities :

· Office Administration

· Guiding and explaining the students the procedure / formalities with regard to education abroad.

· Organizing Seminars for students and Parents.

· Taking care of daily monitoring of the tasks performed regularly in the office. Assisting my manager In drafting letters and mails Arranging Meeting schedule for my manager

· Worked with "GRAND HYATT", Santacruz, Mumbai. 

Position Held : "Guest Service Officer" in the Front Office.  Duration : 27™ DECEMBER, 2006 for Six Months.(apprx.)

Job Responsibilities:

· Handling Front Desk Taking bookings Organizing Conference.

· Handling emails and correspondences, updates, fax and photocopying.

· Scheduling daily meetings and interviews for in-house guest.

· Worked with Oberoi Hotels & Resorts, Mumbai 

Position : "Assistant" in the Front Office Dept. 

Duration : For six months internship w.e.f. March, 21, 2006.

QUALIFICATIONS:

a)
Academic
	Level
	School/ College
	Result
	Year

	B.A. Graduate (Majored in

Literature & Psychology)
	Mumbai University
	Passed
	2008-2009

	H.S.C.
	CRM. College, Mumbai University
	Passed
	2004-2005

	S.S.C.
	Fatima High School
	Passed
	2002-2003


b) 
Professional:
· One Year Diploma Course in Aviation, Hospitality and Travel Management from Frankfinn  Institute of Air Hostess Training.

· Obtained Certificate for successfully completing the Galileo CRS Training (Level I and II on GIFT 1.0).

· Basic computer knowledge- M.S Word, Excel, PowerPoint and Internet Applications.
· Obtained certificate for HACP from Dubai Government.

· Completed crash course for Negotiation and interpersonal skills.

· Completed Training in HACP obtained certificate from Government of Dubai.

· Obtained Certificate for swimming from renaissance federation club, Andheri
PERSONAL DETAILS:

Date of Birth

:
7th November, 1987

Marital Status 
:
Single

Visa status

:
Residence Visa 

Driving License
:
Valid UAE Driving License 
Language

:
English, Tamil, Hindi, Marathi & Gujarati.
