                                                       Cover Letter

Dear Sir or Madam:

This application is with regard to the position available in your organization which completely matches my profile and your requirement. 

I am currently working as a Administration Executive at Giant Group of Companies, kindly find attached my resume for your consideration.

I look forward to an opportunity of meeting you to discuss my abilities and aspirations.

CURRICULUM  VITAE


CARRER OBJECTIVE:

To realize my potentials in challenging situations and develop my capabilities through this learning process. I am dedicated and devoted professionally seeking a responsive job and develop my capabilities through this process.
ASSETS:

Self-confidence, excellent communication skill, keenness for work awareness for responsibilities, ability to work, calmly even under pressure and in harmony with colleagues. I am imaginative and enquiring state of mind.

EDUCATIONAL QUALIFICATION:

· Secondary from Rajasthan Board, Ajmer

· Senior Secondary from Rajasthan Board, Ajmer

· B.A II year from MDS University, Ajmer

PROFESSIONAL QUALIFICATION:

· Basic computer knowledge and Internet.

WORK EXPERIENCE : 
· Worked as Tally caller in Frankfinn Air hostess.

· Collecting the data and giving feedback.

· Inform the batch regarding the schedule and venue of seminars.

· Maintaining the records and all file work relating to the student’s details.

· Worked as a receptionist in Reliance Company for 1 year.

· Attending the calls of the customer n giving feedback about their queries.

· Informing the customers about new offers, subscriptions and benefits.

· Completing the targets on monthly and weekly basis.

· Worked as a sales assistant for T. Choithrams from 2009 to 2011.

· Dealing with the customers and helping them in taking the right decision about the products.

· Maintaining the records of credit customers.

· Assisting the customers for their queries.

· Managing all kinds of cash transactions.

· Taking the orders from the customers on phone and supply the products on time.

· Working as a coordinator in Octopus Shipping and Cargo Service LLC.

·  Managing the job cards.

· Consulting with the customers and shipping clients regarding the quotes (rates).

· Keeping the records of import and export transactions.

· Clearing the LCL and FOB shipments.

· Handling the clients calls and follows up with the queries.

· Customs clearance and documentations.

· Provide full supplies and services that meet customers’ requirements.

· Keeping the records of sea freight, air freight and land transport charges and service maintenance.
· Shankar Trading Co.LLC (Dubai) 18-04-2012 onwards.
· Working as an  Administration and HR Executive

· at Shankar Trading Co & Giant Group of Companies, Dubai.

· ABOUT Shankar Trading Company
:

· It is a 25 year old company who are dealing with Import & Export, Manufacturing, Wholesale & Retailing in various items. 

· CURRENT WORK RESPONSIBILITIES:

· ADMINISTRATION
· Renewal of tenancy contract. For residency & commercial from all over the UAE emirates.
· Dealing with Du & Etisalat services for all segments of company like new connection, 800+ du & etislat CUG plan, tracking bill payments also with internet services  etc.

· Maintaining staff accommodation data entire group of company.

· Maintaining all service contracts & Commercial Contracts As well.

· Preparation of cost control data for utility expenses of the company.

· Handling Printing & Stationery work.

· REAL ESTATE DEPARTMENT

· Dealing with the real estate agent for new clients and finalising new clients.

· Maintaining confidential documents of the company, including tenancy contract.

· Finalising the tenancy deal with the brokers for Renting out the flats & Selling 
· Completing accounting for International Properties Ltd. (A Branch of Shankar Trading Company.)

PERSONAL DETAILS:

Date of Birth

:

18th NOV  1989

Sex


:

Female

Marital Status

:

Married

Nationality

:

Indian

Language Known
:

Hindi, Sindhi & English.

[image: image1.jpg]>)\Gulfjobseeker.com

THelping you to search best jobs & talent since 2002!

o GALL 1571504753686 / 1571505905010




Gulfjobseeker.com CV No: 1490622
