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OBJECTIVE:

Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Self motivate able to take initiative required to meet the tightest of deadlines. Quickly became a trusted assistant known for “can-do” attitude, flexibility and high-quality work.


Professional Summary:

· Experienced professional having 4+ years of experience in Multi field as a Secretary, HR Coordinator, Admin cum Accountant and Technical Support.

· Well versed with MS Office, Tally ERP, Peachtree Complete Accounting, HTML, and Adobe Photoshop & Illustrator.
· Proficiency logical and analytic skills and very much capable of handling serious production issues.


Organizational Experience:
· Presently working as Admin Assistant with Operation In charge in Plumeria Flower    Doha – Qatar from August 2013 to till date.
· Worked as Admin cum Accountant in Lacuisine Catering Co., Doha, Qatar        from September 2012 to August 2013.
· Worked as Secretary cum HR Coordinator in Lacusine Catering Co.,  Doha,Qatar     from October 2010 to till September 2012.

· Worked as Technical Support in Kadamba Technology Pvt Ltd., Tamil Nadu, India from April 2009 to August 2010.


Responsibilities in Admin Assistant with Operation In charge:
· Excellent customer service skills.
· Supporting sales team for the preparation of quotation.

· Calculates rates paid for purchases and all price extensions. Handling Purchase orders and Bargaining with suppliers.
· Assisting with all aspects of administrative management, directory maintenance, logistics, equipment inventory and storage.

· Managing inventory of assets and supplies, sourcing for suppliers (vendors) and submitting invoices.

· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems.

· Scheduling and coordinating meetings, interviews, events and other similar activities.

· Sending out and receiving mail and packages

· Preparing business correspondence, typically using Microsoft Office (Word, Excel, PowerPoint, Access, and Outlook).

· Getting the orders through email and mobiles and satisfy the customer’s required. 

· Handling the valuable customers in a proper manner.

· Maintaining the employee database in excel

· Sending faxes.
· Managing the office files.
· Address resident concerns in accordance with company policies.
· Performing multifaceted general office support.

· Sending and receiving forms for the company.
· Answering the phone.
· All day-to-day operation matters.
· Operate a range of office machines such as photocopiers and computers.


Responsibilities in Admin cum Accountant:
· Handled multifaceted clerical tasks, Documents and Invoice preparation, Create Payroll in MS-Excel or Attendance Software
· Bank reconciliation and book keeping, prepared monthly finance report, Finance planning and weekly analyzing the same.

· Preparing daily petty cash statement & Payment follow-up account reconciliation of debtors and creditors and Analysis of Cash Requirement for Project Execution

· Negotiations of payment terms with suppliers/subcontractors to optimize cash flow.  Prioritizing payments to suppliers in coordination with Procurement.  Monitoring and scrutinizing cash and credit purchases.

· Preparing Payment Voucher for suppliers. Tracing of opening balance and closing balance. Purchase, sales and other expenses vouchering. Verification of stock records and ledger reviews. Detail audit on complete accounts. 
· Enters, updates, and/or retrieves accounting data from automated systems. Maintain general ledger at account level. Carry out reconciliations of account, general ledger and sub-ledger.

· Prepare management reports related to accounts payable and receivables. Monthly management accounts preparation.

· Production of profit and loss. Weekly wages, petty cash and other journal posting

· Documents controlling, Operates standard office equipment. Performs related work as assigned.

· Handling Accounts documents using through PEACHTREE complete Accounting.



Responsibilities in Secretary cum HR Coordinator:
· We are following 5 steps of filing method for employees’ database, i.e., resume, appointment order, agreement, PP & Visa, DOJ Form, QID, medical report, performance report, reward record and other HR activities.    

· Regular follow-up of employees’ passport & id renewals and other govt. documentation works.

· Arrange seminars and conference (Indoor / Outdoor), Transport arrangement for local and abroad including ticket booking. 

· Regularly monitoring staff & employees facilities, activities and, if have any grievances, immediately short-out that problems. 

· Prepared PDF Presentation, Designing – Visiting Cards, Logos, Brochures and Templates.

· Handling the telephone calls in proper manner.

· Co ordinates office management activities.

· Maintain office procedures.

· Operate office equipment such as photocopy machine and scanner etc..

· Provide administrative and clerical support to departments or individuals.

· Schedule meetings and arrange the conference rooms. 


Education:
M.Sc. (Computer Science)                                                                                                       - May’ 2010.

              The New College, Chennai.                                                              Average Percentage: 70%
B.Sc. (Computer Science)                                                                                                        - May’ 2008.   
              Sadakathullah Appa College, Palayamkottai.                             Average Percentage: 59% 

HSC (12th)                                                                                                                                   - April’ 2005.   

L.K. Higher Secondary School, Kayalpatnam.                            Average Percentage: 74% 

SSLC (10th)                                                                                                                                 - April’ 2003.   
 
L.K. Higher Secondary School, Kayalpatnam.                            Average Percentage: 84% 


Additional courses:

· Tally ERP 9.

· Peachtree Complete Accounting.


Personal Profile:
· Gender

:
Male 
· DOB


: 
18.11.1986.
· Marital Status 
: 
Married 
· Nationality 

:
Indian
· Languages Known 
: 
Tamil, English, Arabic and Hindi(Basic)

