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Seeking a challenging position as an Admin / Secretary /Accounts Assistant
Objective:
To seek a responsible and challenging position in the organization where my knowledge can be shared and enriched and to work hard with full determination and dedication to achieve organizational as well as personal goal. To start my career life with a better note and to utilize all my efforts and knowledge to step into a higher level of success.
Profile:

I believe that experience comes by contribution and that makes the person perfect! Keen learner, excellent communication, result oriented movement and easy going attitude gives me an ample scope to learn new things and give justice to the post.
Profile snapshot:
· Good interpersonal skills. 
· Quick learner with keen interest in new challenges. 
· Hardworking, complete dedication towards job tasks, committed to quality output. 
· Excellent written and oral communication skills. 
· Remarkable reporting skills, self motivator, can handle pressure situation. 
· Ability to multi task and a good Team player 
· Flexible, self-motivated and having cheerful ‘can do’ attitude. 
Educational Qualification:
	2010 – 2013
	: Bachelors in Commerce, Christ University, Bangalore

	2009 – 2010
	: PUC (12th Grade) St. Philomena’s College, Hassan

	2007 – 2008
	: SSLC, St. Philomena’s High School, Hassan


Professional course:
2010 – 2011  :
Diploma in Computer Application and E-Office
(Windows, All MS Office Applications (Word, Excel, PowerPoint, etc)
Good Typing speed
Extracurricular awards:
· Active Member of Indian Catholic Youth Movement 
· Attended several camps held by Church and College Association. 
· Won many accolades and prizes in Cultural and social activities. 

Career Profile:
I. Ace Cosmo General Trading LLC, Dubai:
Duration: 26.04.2014 –31.10.2015
Position: Secretary cum Account Assistant.
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Job Profile:
Secretary:
· Arranging meeting schedules of Managing Director and maintaining his personal records. 
· Arranging visa documentations for various countries, booking interview schedules, follow-up on visa applications 
· Air ticket and Hotel bookings 
· Handling Trade license renewal process and office lease renewals 
· Answering phone calls, take a note of their messages, or transfer calls to appropriate individuals 
· Receiving all incoming mails / couriers and distributing to the concerned departments 
· Taking care of Office administration and stationery requirements 
· Arranging couriers for all outgoing documents 
· Taking care of Passport renewals, Resident Permit renewals and Medical Insurance etc. 
Account Assistant:
· Handling Petty Cash 
· Making online payments to all suppliers 
· Transferring salaries to employees through Wage Protection System (WPS) 
· Payment follow-ups with customers 
· Filing all the Receipts and Payment vouchers 
· Maintaining company accounts in the absence of Accountant 
II. Fidelity National Financial India, Bangalore:
Duration: From 6th June 2013
Position: Process Analyst
Job Profile:
Process Analyst:
· Acquiring all the details against each properties for further mortgage purposes 
· Updating the related information to Online Applications System for future records 
· Obtaining and checking Property tax details and posting it in the system 
· Examining the Title Deed on behalf of the customers and reporting in the system 
· Reporting to Team Leader on everyday happenings 
· Liaising with Team mates for additional tasks 
Personal Details:
Date of Birth
: 16th January 1992
Nationality
: Indian
Languages Known (Fluent)
: English, Hindi, Kannada, Konkani & Tamil
Hobbies
: Listening to music, Sports, Cultural activities
Marital Status
: Single
Visa Status
: Employment Visa (Transferable)

References:
Will be provided upon request.

I declare that the above information provided is true to the best of my knowledge.
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