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OBJECTIVE
To be a part of an esteemed organization and maximize my potential in order to achieve the objectives and goals of that organization and grow with it.
STRENGTHS
 
· Adaptability

· Quick Learner

· Strong Team Working Instinct 

· Unalloyed Integrity

· Result Oriented

· Fluent in English, Hindi, Marathi, Konkani

· Excellent computer skills in Microsoft Word, Excel, PowerPoint

.

PROFESSIONAL EXPERIENCE

Emirates National Oil Company (ENOC)                                                                          November 2004 - till date                 

Admin Assistant

· To assist the Corporate departments at site locations as required, in the discharge of administrative functions such as delivery and receipt of mail/faxes, filing, welcoming of visitors, etc.

· Co-ordinates mail traffic between offices/sites as directed 
· Responsible for incoming/outgoing faxes and distribution 
· Assists in photocopying, filing and answering incoming calls as and when required
· Maintains stock/record  of office stationery and consumables 
· As and when required, types letters and documents
· Attends to miscellaneous PC based data entry jobs as and when required 
· To provide an effective interface between the organization and external visitors and telephone callers 

· Answers all incoming telephone calls at the central switchboard and diverts them to relevant extensions 

· Receives guests on the executive level and ensures that they are escorted to company staff they are visiting

Shift-in-Charge                                                                                                                         July 2000- October 2004 

· Managing and co-coordinating the Cashiers to attend customers
· Handling all aspects of Cash Management 

· Promoting the new products to customers

· Handling Customers with their requirements, complaints

· Handling Cash payments received from customers including other currencies like Dollars, Riyals, etc.

· Handling enquiries and reports to Head Office 

· Handling Suppliers with the Payment Invoices,  

· Products required

· Merchandising

· Monthly inventories of Stock 

· Billings of Invoices and Centralized Payments

· Implanted at the Head Office for temporary periods to replace staff in Finance and Administration 

· Department for 

· Posting of Vouchers, Invoices, etc.

· Dispatching of  E-Cash Cards, Prepaid   

· Telephone Cards, Parking Cards, etc.

· Active Member of the Retail Staff Committee
· Acting Site-in-Charge

· Handled a site for 2 weeks when the Site-in-charge     

· had to leave on emergency 

Rollstud Middle East Co. Ltd, SAIF Zone, Sharjah, UAE                                                   August 1997- June 2000

Machine Operator 
· Handled Spray Painting Assignments
· In-charge of Stock Taking 
· Dispatching and Clearing Customs at the Free Zone of finished products 
· Handling Customer requirements, complaints
· Issuing Quotations
· Filing, etc. 
“Tattoria” Italian Restaurant in Hotel President, The Taj Group of Hotels, Cuffe Parade, Mumbai, India.                                                                                                              April 1996- July 1997
Completed The Industrial Training from The Ambassador Sky Chef, Sahar, Mumbai, India. May 1995 – October 1995
EDUCATION 
Passed Senior Secondary from NIOS Board

Passed The Craftsmanship Course in Food Production & Pattissierie from the Institute of Hotel Management Catering Technology & Applied Nutrition




AWARDS 
· Certificate of Appreciation received for the support and contribution to the Dubai Shopping Festival 2001 

· Scholarship Certificate received for securing a First Class in S.S.C.
· Certificates received for participation in Hockey, football, etc.

EXTRA CURRICULAR ACTIVITIES
· Took active part in Debates, Elocution competitions and was a part of the organizing committee for various cultural functions. 

· Represented Our Lady of Salvation High School in Football and Hockey

· Participated in Annual Athletic Events held by the School and participated in the School Opera.
INTERESTS 

Stamp Collecting, Reading, Listening to Music, Meeting people, Travelling, Etc

References Available Upon Request
