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Career Objective:  
To be a valuable asset to growing organizations as an PRO / OFFICE ADMINISTRATIVE /Asst. ACCOUNTANT where my experience, proven accomplishments, skills & talent will enable me to contribute to the company’s objectives & in the achievement of organizational goals in every way possible.
Education Qualifications:
Academic:  Intermediate from St. Joseph Junior College, in 1990 from Hyderabad 
                                   SSC from St. Mark’s High School, in 1988 from Hyderabad 
Technical:   Short term Diploma course in computerized Accounting Packages
· Tally Version 7.2 & 9.0
· Peach tree 
Computer Skills:  

Short term Diploma course in MS Office (Words, Excel, Power Points) and Internet 

 Training Certificates:                   

  From First Security Group, Dubai - UAE

· One Day First Aid Certificate Course 
· One Day Fire Marshall Certificate Course

Skills: 

· Excellent oral and written skills. 

· Ability to process information correctly, efficiently and effectively.

· Ability to multiple tasks

· Professional to problem solving

· Ability to operate and maintain various office equipments  

· Ability to work independently as well

· Ability to learn and adapt to new technologies.
Work Experience:
Employer: SIGNATURE LOUNGE SALOON SPA FOR MEN & LDS, Dubai Media City.

Designation: Working as PRO/ Accountant - November 2011 to till date
Having knowledge and works experience of Tecom, Ministry of Labour & Department of Economic development.

Job Responsibilities:
· Arrange visa (work permit, husband sponsored visa, visit visa etc.) for expatriates and their family.
·  Schedule staff’s visa, medical, coordinating with other internal and external departments.
· Arranging all appropriate documents necessary for visa processing and stamping.
· Preparation of payroll of employees as per WPS requirements.
·  Responding to staff queries on Visa/ Labor/ Passport related matters.
·  Ensure all visas, medical and labor permits are up to date and arrange timely renewal.
·  Assist in all general inquiries concerning labor and immigration matters.
· Complete knowledge and experience of Ednrd online systems/Personal documents submission for ALL visa processing.
· License New/renewal/permissions etc. obtain from the Dubai Economic Department (DED )
· Creating and maintaining office filing systems.
· Coordinating with the suppliers for Printing & stationery, Pantry items & Laundry (request for quotations from the suppliers and compare the price, negotiate, discuss credit facility and finalize the price and taking approval, raise LPO).
· Coordinating with the Travel Agent for the Airline ticket booking for the employees of the company, renewal of contracts mandatory terms & condition.
· Responsible Office maintenance contract incl. Pest control, Fire Extinguisher cylinders services & Office plants maintenance etc.
· Coordinating with the Employees Health & Business Secure (Office Asset) Insurance Policies renewal on time.
· Responsible for general office Repair & Maintenance works including Air condition, electric work etc. complaint & follow up with contractors.
· Monitoring and Managing stocks in all the branches  of the Spa 
Accounts Responsibilities:

· Book Keeping and Accounts Maintenance

· Responsible for handling Petty cash with authentic bills

· Ensure general ledger, subsidiary ledgers and other financial records and schedules are accurately maintained
· Assist in the preparation of monthly financial reports and cash flow analysis
· Keeping all the records of Sundry Debtors & Creditors, Follow-up receivables / payables.
· Bank Reconciliation Statement / Tracking of PDC.
· Preparation of cash flow statement, depreciation computation.
· Coordinating with Auditor for Audit related issues & Documents requirement for Audit

Worked as PRO/Admin. Officer - 2007 to 2010
 Avicenna Pharma Development FZ LLC, Dubai Healthcare City
Job Responsibilities:
Administrative responsibilities:

· Processing all types of visas including employment visas, residence visas and visit visas for staff as well as visitors / guests.
· Processing and renewal of permits and licenses including company Trade License, Civil Defense Certificate.
· Arranging the employees to get the Health card and Certificate of medical for stamping the visa. 
· Creating and maintaining filing systems.
· Responsible for Office stationery & pantry items (request for quotations from the suppliers and compare the price, negotiate, discuss credit facility and finalize the price then report to Management and take approval, raise LPO).
· Air line ticket booking & follow up for Directors & employees of the company with travel agents, renewal of contracts mandatory terms & condition.
· Responsible Office maintenance contract incl. Pest control, Fire Extinguisher cylinders services & Office plants maintenance etc.
· Responsible for Health Insurance Policy for employees.
· Responsible for the Office mail dispatch and collection.
· Responsible for general office maintenance works including Air condition, electric work etc complaint & follow up with contractors.

Worked as an Administrative Officer - 2004 – 2007
Union National Bank Record Management Centre (RMC) Jebel Ali Fz. LLC, Dubai
Job Responsibilities: 
· Responsible for filling the documents in the file numbers
· Request retrieval from the branch or head office for documents required Original or copy for account holder for enquiry or verification i.e. Credit Card file, Original Cheque, Loan file, Account Opening file, amendments letter etc
· Log in the request in the system dispatched the Original documents to branch or head office according to their requirement

·  Fax or Courier
· Mail room job: Checking the sealed at the mail bag if broken report to the authorized person, sorting the documents dispatched for filling section 

Worked as warehouse cum office in-charge - 2002 to 2004
Caterpillar Logistic Services, Jebel Ali Fz. LLC, Dubai 
Job Responsibilities:
· Preparation of Labels with barcode, Goods packing scanned and upload data in the system then allocate the goods to appropriate place.

· Responsible for Goods receiving & dispatched to the clients, keeping all the records in a proper way.
· Responsible for inventory checking report to ware house manager.

Worked at Apollo Hospital Hyderabad as Store In-charge - 1995 – 2002
Driving License No. (3 /.)
· Valid UAE Driving License Light Vehicle ( Valid until October-2018 )
Personal profile:

Date of birth   
:
25.06.1972
Nationality
:
Indian

Marital Status
:
Married
Languages Known:
English, Hindi, Urdu and Telugu (Excellent)
                                        Arabic (Basic)
Visa Status
:
Transferable Visa
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