
CAREER OBJECTIVE


To seek a challenging profession with a progressive organization that will utilize my skills, abilities, education and pursue other avenues of growth that will go a long way in terms of my development and benefits to the organization.
EMPLOYMENT BACKGROUND:
The Brokerage Firm Insurance Brokers LLC

Previously registered as KMM Insurance Brokers LLC

Feb. 10,2010 – 05.06.2015
Admin. Asst.
Dubai – UAE

Job Description:

· Customer Support
· Issuing online Motor Policies 

· Rendering Customer related services 

· Issuing Debit & Credit Notes of Motor, Fire & Marine policies in Citrix Software

· Calling Insurance companies for obtaining terms

· Performing admin. related jobs thru e-mail by MS Outlook
· Issuing Motor quotes 
GiptecCo.LLC

July 05, 2008 – Oct.30, 2009
Admn.Executive
Dubai, UAE

Job Description:

· Entering invoices in system & checking the same by Feel Soft.
· Receiving enquiries from the clients & providing quotes to them

· Banking operations

· Administering the transportation requirement of the clients
· Executing invoices and follows up on payment from the clients.

Japs Tech Engineers Pvt. Ltd.

Nov 01, 2007 – May 27, 2008

Executive Assistant

Chennai, India

Job Description:

· All administrative works related to office.

· Making invoices and follow-up of collections.
· Enters, edits, and retrieves data from a computer; processes forms such as    expenditure claims, employee time sheets, deposit forms, online supply orders.

AU Net Solutions
Nov. 2006 – Sep. 2007

Executive Assistant

Dubai, UAE

Job Description:

· Responsible for maintaining office filing and record keeping systems; 
      enters, edits, and retrieves data from a computer; processes forms such as 

      expenditure claims, employee time sheets, deposit forms, online supply orders; 

 confidential files and other related information.
· Making invoices and quotations; Follow up receivables

Enlist - DST of ABN AMRO BANK
June 16,2005 – May 31, 2006

Admn.Executive

Chennai, India

Job Description:

· Customer Support
· Recruitment plan and strategies for the direct sales team of
     Credit card division, through advertisement, employee referral Scheme.
· Training program co-ordination for new joiners. 

· Generation of Executive codes for all employees post joining.

· Account opening and Salary credit - coordinating with the ABN AMRO Bank

· Office Management – Daily maintenance of office. Monitoring security activities.

· Employee engagement program: Budgeting for quarterly engagement program and implementing and executing in the given budget.

LandMark

June 10, 2004 – June 05, 2005

Counter Sales Staff, Books Division

Chennai, India

· Achieved good sales in Books Division by adopting indoor marketing skills

· Developed team work with colleagues in the Division
EDUCATIONAL BACKGROUND

2004

Bachelor of Science, (Computer Science)
University Of Madras – India
Diploma in Futurz Classic

National Institute of Information Technology (NIIT)  Chennai, India

Technical & Key Skills
· Languages: C, C++

· Database:  SQL Server 2000/7.0 

· MS Office Certified
· Excellent communication & Interpersonal Skills

· Team Player& Hard working
PERSONAL PROFILE

Date of Birth

March 24, 1983

Nationality

Indian

Civil Status

Married
Linguistic skills

English, Urdu, Hindi & Tamil

Visa Status                  Short Term Visa
Driving License            UAE Driving License
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