Curriculum Vitae
SAHEER 
Saheer.267748@2freemail.com               
Objective:
A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems.

Work Experience:
Admin Assistant

Al Jaber Buildings LLC
(Construction Company, Abu Dhabi, UAE)

February 2015 to present

Duties and Responsibilities:

· Provides confidential secretarial and administrative support

· Gathers, enters, and/or updates data to maintain departmental records and databases, as appropriate; establishes and maintains files and records for the office.

· Composes and prepares written documentation and correspondence for the office; screens and evaluates incoming and outgoing correspondence and prepares responses as appropriate.
· Update Manpower, Purchase request, Safety equipment and export report of the same as required.

· Prepare and process monthly expense reports.

· Prepare proof and edit documents, correspondence, spreadsheets and reports as directed.

· Performs miscellaneous job-related duties as assigned.

Admin Assistant cum Office Secretary 
Al Jamia Al Islamiya, Santhapuram.
(Educational Institution, Kerala, India)
October 2012 to February 2015 (2 Years 4 Months)
Duties and Responsibilities:

· Secretarial and Administrative tasks

· HR & PR Works
· Performs miscellaneous job-related duties as assigned.
· Answers incoming telephone calls and refers to appropriate Supply Chain personnel for proper handling. 

· Prepare proof and edit documents, correspondence, spreadsheets and reports as directed.

· Prepare, coordinate and organize meetings as required to include room reservations, notification to members, and distribution of meeting materials and minutes.

· Prepare travel arrangements as required.
· Performs miscellaneous job-related duties as assigned.
Skills and Strength:
· Arabic <–> English Translation.
· Secretarial and Administrative skill.
· Ability to type at least 40+ wpm.
· HR, PR Skills
· Strong organizational, administrative and analytical skills. 
· Excellent spelling, proofreading and computer skills. 
· Ability to maintain confidentiality. 
· Excellent working knowledge of all Microsoft Office packages. 
· Ability to produce consistently accurate work even whilst under pressure. 
· Ability to multi task and manage conflicting demands. 
Academic Qualifications:

· Master’s Degree in Modern Arabic from University of Madras.
· Post Graduate Diploma in English & Arabic Translation from Al Jamia Al Islamiya, Kerala, India
· B.A English and Literature from University of Calicut.

· 4 years BA Degree in Islamic Studies from Al Jamia Al Islamiya, Kerala, India.
· Senior Secondary Preparatory Course.
Known Languages:
· English (Read, Write & Speak)
· Arabic(Read, Write & Speak)

· Hindi(Read, Write & Speak)

· Urdu(Read, Write & Speak)

· Malayalam (Mother Tongue)
Computer and IT Skills
· Internet
· Outlook Express
· Electronic Mailing System.
Software Skills: 
· Microsoft Word

· Excel

· Power Point

· Adobe Page Maker

· Adobe Photoshop

PERSONAL DETAILS:
Date of Birth

:  27th July 1989
Gender

:  Male
Nationality 

:  Indian
Date of Expiry

:  23rd September 2024
Driving License
:  UAE, India

Marital Status

:  Married
DECLARATION
I hereby declare that the above given particulars are true in best of my knowledge and belief and the certificates and testimonials can be produced as and when required.
Saheer 
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