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[image: image1.bmp]A confident and accomplished Business Administrative Professional with over nine years of UAE work experience currently seeking new assignments to further my career. My objective is to obtain a position in a professional office environment where my skills are valued and can benefit the organization. 
Professional Experience


2008-2015 
Job Function: Administration and Circulation Manager

 

Company: ITP Publishing Group - Dubai  

   

Department: Circulation



Industry: Publishing                                 
  
Responsibilities:
· Managing administration duties including filing and maintaining of large volume records for all printer’s invoices, distributor’s reports and subscription requests. Also maintaining digital records for all web analytics, app and email logs.
· Preparing documents for trade licenses, ISBN and ISSN.

· Assisting and preparing for media audits across print, digital, website, social media and apps.
· Assisting Managing Directory and Circulation Head – preparing excel report, data analysis and presentations for board meeting.
· Scheduling and arranging meeting with internal team members and external auditors.

· Working with IT to improve the internal labels generation software. 

· Recruiting temp staff including training and preparing time sheets.

· Sourcing suppliers and raising purchase orders for stationery.
· Conducting readership surveys, market research and competitor trends reports, to further maintain high quality of brands.
· Working with the external audit agencies globally to ensure that all communications channels are open and forecasts translate into audit figures.

· Reviewing marketing collateral for subscriptions.
· Liaising with subscribers and new customers for pro-active circulation development, as well as sourcing new records through phone and email.
· Implementing new circulation channels and setting up new business processes while training team members.
· Controlling database and monitoring data to ensure records are accurate and updated on timely bases. 
· Identifying new opportunities in the region for developing circulation and marketing the titles accordingly. 
2006-2008  
Role: Office / Administration and Accounts Assistant

 

Company: Raymond Sport LLC - Dubai
        

Department: Finance



Industry: Trading Gym Equipments and Sports                                 

Responsibilities:
· Providing Sales support - Monitoring status of orders/projects and invoicing to achieve set targets every month. Preparing weekly sales vs. targets reports for meetings and reviews.
· Checking delivery notes daily, monitoring inventory via system and issuing local and international purchase order. 

· Liaising and negotiating with international and local suppliers for quotations and ensuring goods are received in time and lead time and ETA are under control. 

· Secretary to MD – managing travel bookings, meetings and credit card payments.
· Preparing documents like Bank Guarantees, wire transfer letters & Certificate of origin.

· Assisting in debt collection and recoveries. 
· Managing all administration and office duties including but not limited to: Supervising office driver’s schedules, office couriers, travel bookings, Hotel stay, car rentals, visas and flights; answering phone calls and handling customer complaints; organizing staff parties; handling suppliers for stationery, business cards and pantry.
2005-2005 
Role: Supervisor
Company: Wizcraft International Entertainment Pvt. Ltd. - India 

Department: Hospitality

Industry: Event and Entertainment Company
Responsibilities:

·  Ensuring end to end services are provided to all VIP delegates.

· Coordinating VIP guests schedules and operations.

· Managing all delegate grievances.

2004-2005 
Role: Office /Administration and Customer Service Executive 

Company: Greg & Jerusha Group – India

Department: Administration

Industry: Hire of Earthmoving Equipments
Responsibilities:
· Monitoring office supplies like stationery and kitchen items.
· Handling travel arrangements, staff parties and driver’s schedules.

· Assuring quality customer services.
· Maintaining profiles of all customers and preparing monthly reports.

· Providing operation status to customers periodically.

· Marketing services to new customers.

· Other secretarial duties like answering calls, making appointments etc.

Education:

· Bachelors in Business Administration with first class from MES College Goa.

· Diploma in Event Management from EMDI Dubai.
Core Strengths





9 years of UAE work experience.


Proficiency in excel.


Efficient in managing high volumes of database and paperwork.


Excellent administration skills including - supervising staff; planning, organizing, filing and implementing administrative systems.


A quick learner with strong analytical and problem solving abilities.


Good team handling and communication skills.








Personal Information:





Date of Birth: 13th Sept 1984


Marital Status: Single


Languages: English, Hindi & Konkani.


UAE driving license: Yes


Hobbies: Baking.
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