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SUMMARY
Detail oriented, energetic, self motivated quick learner.
PROFILE

Hard working, Sincere, Responsible, Result Oriented, ability to make practical usage of the Knowledge acquired good communication skills and dynamic to get along with people and eager to learn new things.

OBJECTIVE

To seek a challenging position, be a responsible individual in the company. Serve the organization with utmost commitment and dedication.

STRENGTHS

Hardworking and Dedication are my greatest strength. My Organizational skills and studious nature allow me excel in whatever I do. I am a fast learner and will be able to gain quickly an understanding.
EXPERIENCE
Worked for First Gulf Bank as a Telesales Agent. (Out bound & inbound calling) from February2013-August 2014 (Dubai)
Responsibilities

· Worked for the Business development unit, in sales department -dealing in quick cash transaction, balance & money transfer,
· Generating Leads for the bank forwarding to the sales department for further implementation and following up for the same, 
· Registering standing instructions like  salik payment, DEWA , ADEWA  & SEWA bill registration,     Du & Etisalat bill registration ,
· Handling Easy installment for customers purchases (purchase conversion into installments) , 
· Aquanting customers with investment schemes like First Saving Certificates,
· Convincing customers for new product insta insurance and forwarding it to insurance  department Dealing with new products of the bank.
 Worked at Arabian Nights Pvt Ltd as an Retail sales supervisor  cum Admin assistant cum Trouble shooter, for a duration of 2 Years (India)
    My Duties In The Organization Were As Follows:
Administration Work

· Works with standard and advanced spreadsheets, databases, and word processing software packages.
 Prepares itineraries, agendas, and expense reports.

· Organize and maintain file and records.

· Provide general administrative support but not limited to: phones, distributing mail, and preparing expense reports.

· Create meeting agendas, notifications, and follow up items.
·  Coordinates and schedules events, conferences, meetings, travel, conference rooms, luncheons, etc.

·  Provide technical support and vendor interface.

·  Collects and prepares information for use in discussions/meetings of executive staff and outside individual’s.
·  Maintain the security of confidential information.

·  Maintaining business/customer contact database, corporate files and business plans.

· Conducting Internet research; reviewing and synthesizing information.

·  Coordinate, create, edit and distribute both internal and external correspondence under the direction of Executive Management.

·  Composing, designing and editing correspondence and reports.

· Coordinating workflow and maintaining a productive work environment.

· Interacting with customers, senior-level executives, and all other levels of employees.

· Arrange meeting and may takes minutes if necessary or per requested.
· Managing front desk
  Attending the calls and transferring calls to the respected departments. 
· Managing attendance and visitor’s book
·  Managing petty cash and other records in Excel
· Managing all cargo /courier work,

· Preparing purchase order.
Operational Work

· Managing the stock
· Managing all problems & needs of the employees
· Managing the Office Database and administration.

· Managing day today administration work.

· Documentation, filing and paper work. 

· Managing the printing work etc.
· Also managing accounts department work like sales bill, posting statement, the company had introduced new software other than tally so I actively participated in the respective software. 
· I worked under the sales team with our vice president, Marketing Manager & brand manager, generating various reports, regarding stock etc.
· Preparing sales report on daily basis for all the outlets
· Taking care of Visual Merchandising
· Store administration
· Taking care of the branding of the product.
· Calculating incentives for sales staff
· Processing order for outlets through warehouse
· Setting up schemes in Navision for various occasion or taking care of the demand
· I was trained as a trouble shooter for the new software the company has launched.(ERP Navision)
· Taking physical inventory of various outlets & preparing the various reports for the bosses.
Worked as an assistant accountant for 2 year in Al Haramain Enterprises (Exporters, Importers & Overseas employment consultant) (India)
· Preparing the cheques for principals, staff, etc when required and also carrying out the sub activity of preparing the vouchers for the same.

· Entering the journal & bank receipt vouchers in the accounting software.

· Maintaining the bank book entries & reconciling the bankbook.

· Booking creditors for expenses and voucher entries for the same.

· Maintaining the cashbook entries & reconciling the same.
· Maintaining proper documentation of all the financial transactions.

· Prepare the purchase orders.

· Correspond with the bank as and when required with the approval from the appropriate company authority.

· Co- coordinating with the auditors during the annual audit process and also making available the appropriate documentation as specified.

         Worked as an data entry operator cum receptionist for kairox services pvt ltd for 1 yr (India)
TECHINICAL QUALIFICATION      

· Data processing in Computers, MS-Office2007, Tally 9, recently appeared for MS-CIT exams (Maharashtra state-certificate in Information Technology), DTP course (desk top publishing), at present doing Web Designing.

· Marks secured in MS-CIT exams first class with 72%.DTP include Adobe Photoshop CS8, Corel draw, and PageMaker.
· I have passed the competency  test in module computer fundamentals, MS-office & internet under sector information & communication technology and I have been awarded the national certificate in Modular Employable  Skills

·  I have completed  an Industrial Accountant  course from ICA( institute of computer accountants)
ACHIEVEMENT
I have been awarded by First Gulf Bank as the best Tele caller agent.
EUCATIONAL QUALIFICATION 

	QUALIFICATION
	BOARD / UNIVERSITY
	YEAR

	SSC
	MAHARASHTRA BOARD
	1992

	HSC
	MAHARASHTRA BOARD
	1994

	TYBCOM
	MUMBAI UNIVERSITY
	1997


PERSONAL PROFILE

Date of Birth                 : 2nd September 1976.

Languages known
: English, Hindi, Urdu & Marathi.

Marital status
             : Married. 
Hobbies                         : listening music, Reading books & Surfing net.
