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CURRICULUM VITAE
Objective:
To join a Professional, Progressive Organization that offers Growth, Self-Development and long term prospects & Assurance of Commitment, Sincerity & Diligence at work.

Educational Qualification
Bachelor of Business Management (BBM) HR Specialization – University of Mysore, India – First Class

COMPUTER QUALIFICATION:

· Proficient in MS-Office – Tally 7.2 Basic Web Designing and Corel Draw.

· MS Word / Excel & Outlook.
Employment History & Job Responsibilities: 
Duration
:
October 2014 – October 2015
Company
:
National Bank of Abu Dhabi


Position
:
Assistant

· Responsible for the day to day operations and creditability of all outputs provided to NBAD Executives and Business Managers.
· Undertake all executive support work required by the Management team to help discharge their duties efficiently and effectively.

· Develop and build purposeful working relationships between Head Office and Dubai Office Departments.

· Coordinate with IT Support to resolve technical issues within the department.

· Initiate and manage all general business correspondence e.g. emails, letters, mails, reports, legal documentation, faxes (if any). 
· Control and manage the distribution of all business sensitive or confidential material for the sales, client & Implementation teams.
· Coordinate with other assistants to manage and administer meetings, event arrangements and conferences.
· Handle all administrative matters to assist new joiners for a smooth onboarding.
· Experience in administering senior level meetings including documenting the minutes.

· Assisting in managing the output workflow and office deadlines.

· Preparation of all claims, medical and expense reimbursements for timely 
settlement. 
· Manage timely payment of clients and vendors invoices.
· Handling Petty cash as well as monitor, review and approve office supply acquisition which includes sourcing and ordering stationery and office equipment.
· Timely updates of relevant tracking sheets to monitor performance of the Team and On-Going Clients.
· Prepares and summarizes expense reports for the various cost heads in order to highlight variances from budget and tracks expenditure.
· Booking of transport, travel plan and local business trips for teams to visit Clients.

· Assist in other official or personal tasks and errands as they may be assigned.

· Undertake any special projects/ reports for the Management team.

Duration
:
May 2014 – October 2014
Company
:
PetroLab Engineering
Position
:
Secretary 
· Report directly, assist and schedule appointments for the Business Development Manager

· Contribute and recommend ideas/solution to improve work efficiency.
· Participated in Operation & Quality Support.

· Fax, Typing, Mail, Dispatch, Filing, Telephone Operations.

· Handle, respond to and forward all incoming calls, mails, faxes, E-mails to the concerned personnel.

· Perform other administrative and clerical work as tasked by the Business Development Manager.

· Draft and create business proposals/ Quotations for the approval of the Business Development Manager.

· Coordinate with country representatives and relay any issues/concerns to the Business Development Manager.

· Research, work on, follow-up and maintain PetroLab accreditations or application projects with international associations.

· Maintain an organized filing system for the Department's records.

· Work with the Business Development Manager in developing strategies and effective solutions for PetroLab’s Development and expansion Visit and attend meetings with clients and representatives with the Business Development Manager.

· Contribute and recommend ideas/solution to improve work efficiency.

· Perform other work-related tasks that may be assigned by the Business Development Manager.
Duration
:
December 2013 – May 2014
Company
:
PetroLab Engineering
Position
:
Course Coordinator/Tele Marketer

· Establish and maintain professional relationship with customers.
· Carry out direct marketing activities such as telemarketing and research to market assigned course.
· Report any enquiry, request, recommendation or feedback received from customers while marketing the course.
· Report all registrations received for the assigned course to the Training Supervisor.

· Perform all coordination work required during the actual course delivery in the most professional manner.
· Represent the company at course venues and assist Instructors and participants during the actual conduct of the course.

· Perform all coordination work required during the actual course delivery in the most professional manner.

· Interview all course participants and report all feedback to the Quality Officer/Manager and Operations Coordinator/Manager.
· Communicate important and urgent issues directly to the Training Superintendent/Training Manager or the General Manager and CEO.

· Participated in Operation Support.

· Organize and hold meetings of the course instructors to discuss case studies.

· Attend necessary lectures, recitations and other instructional activities of participating faculty to facilitate consistency of the course.

· Record and assign final grades in consultation with other course faculty instructors.

· Coordinate dissemination and collection of Student-Instructor Evaluations.

· Complete the End of Course Report and send to EPC within 4 weeks of the end of the course.
STRENGTHS
· Enthusiasm, Confident, Positive Attitude, credible, enthusiastic team player with a flexible, “can do” attitude.
· Excellent inter-personal and communication skills in English (both written and oral).
· Excellent planning and organizational skills to meet deadlines at all times.
· Working under pressure has motivated me to explore my capabilities & deliver the best of my services at all times along with developing my personality.
· Well verse with computer related skills and knowledge of other office equipment.
· Ability to address client enquiries and to receive clients.
Personal Information
Date of Birth: 25th June, 1991
Marital Status: Single
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