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Mridula



Date of Birth: 21st March 1975
Nationality: Indian

Statement of Purpose:  To work in the area of management, human resource, administration, management and maintenance etc. with any leading corporate. With my work experience, academic background, hard work, and ability to learn quickly, I will prove myself to be an asset to the organization.
PROFILE
Personal Assistance Administrator

Managing the day to day operations of the office, support the technical team, cross checking of daily and weekly reports. Arranging business meeting with department heads.
Office Manager /Administration Manager
Experienced in handling all managerial functions of a company.Took part in the company operations from its inception. Handled tracking of employee records, follow up of passport expiry, visa etc. Excellent in handling customers and customer queries. 
Office in Charge

Sound in recruiting of semi skilled, skilled and highly qualified professionals for overseas companies. Well experience in consular attestation and verification of academic documents from the issuing authorities. Also in order to provide all services under one roof from recruitment to departure.
Office Assistant

Assisted sales team in preparing quotations and was responsible for raising invoices and payment follow ups. Handling petty cash, maintaining petty cash, expense and other accounts.
CAREER PATH 
Personal Assistance Administrator-  Dubai

(Related to cooling solutions - Temporary work for 8months)

Personal Assistance Administrator                                          September 2015-April 2016
1) Analyzing employees performances , maintenance and tracking of employee 

Records and reporting the same to top level management. 
2) Coordinating technical staff training.

3) Provide necessary support to salary, OT and leave calculations etc.
4) Updating and maintaining computerized personnel records such as training

Records, expiry of passports, labour card and visa.
Office Manager/ Administration Manager-Sharon Attestation Service, India, Cochin (Service related to Attestation/Apostle/Legalization of documents)
Office/Admin functions




 January 2006-August 2015
1) Consular Attestation and Apostille of documents by the Ministry of Eternal Affairs, Government of India.

2) All types of Embassy Attestation works like Uae, Kuwait, Oman, Qatar, Saudi and all other European embassies.

3) Arranging tickets, applying for visa etc.
4) Reported directly to the director of the company, handling the e-mails, replying to it, managing the director’s diary.

5) Carry out activities  such as renewal of passport, visa, emigration related functions

6) Responsible for preparation of bank account opening letter, authorisation letters, etc.
7) Handled all administration and office management activities.

Customer Care Executive-AL Qurashi-Kingdom of Saudi Arabia

(World wide dealer of Benz Cars)

Customer care functions 




October 2004-December 2005

1) Handling customers and customer’s queries.

2) Keeping records of the customers like contact, designation, personnel details etc.
3) Day to day follow ups.

4) Responding to all queries from clients and providing support to the sales team by sending quotations, responding to mails, preparation of invoices, payment follow up etc.

5) Meeting and greeting the guests, helped in preparing presentations etc.

Office in Charge-FQ International-India, Cochin

(Manpower Consultancy & Management)
Office in Charge functions



 September2000-September2004
1) Serving both the clients and candidates including foreign clients.

2) Up-to-date data bank that fill with all nature of people.

3) Screening and shortlist the top candidates, making the final selection for client interview.

4) In case client requires, we also conduct psychometric tests on the recruits to assess individual abilities.

5) Also handling the requirement field of Industrial, Engineering, Medical & Para Medical, Hospitality, Administration etc.
6) All paper works concerning visa processing, demand letter, Letter of Authority, Employment contract etc. 

7) Take care of all labour works candidates immigration process.

8) Timely completion of the job and proper feed-back to the client.
Office Assistant-Pfizer Limited-India, Cochin

(Pharmaceutical C&F Agency)
Office Assistant functions 





August 1998-July 2000
1) Assist the medical representative teams in preparing quotations and was responsible for raising invoices and payment follow ups.

2) Hands on all C& F Agency related correspondence.
3) Keeping track of all team members.

4) Handling petty cash.

5) Keeping track of a daily meeting and other activities etc.

EDUCATIONAL ACHIEVEMENTS
B.com graduation from Jamia Peer Mohammed University, Hyderabad, India with an aggregate of 58%.

Pre University from Mahatma Gandhi University, Kerala, India

Secondary School from Govt of Kerala

TECHNICAL PROFICIENCY
Stenography in English from ITC
M.S Office

Internet & Email

Windows 2000, Word, Excel
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