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ADMINISTRATION


· Detail-oriented, efficient and organized professional possessing for 7 years of experience in office administration & documents control.
· Professionally qualified with a Bachelor Degree in Management.
· Good computer skills working in PC environment with Microsoft Office.

· Excellent spoken & written communication skills in English.

· Have excellent coordination, customer service, public relations & influencing skills. 

· Quick learner and high level of adoption to new systems.

· Well organized, detail oriented & willingness to assist others.

· Ability to plan, organize, and reliably complete projects with minimal or no supervision.

· Expert in handling people of diverse nationalities, and renowned for being an excellent team player.

· Well organized, systems oriented & have a strong attention to details.

· Can work under pressure and meet deadlines.

PROFESSIONAL EXPERIENCES
Below The Line Advertising




Admin / Secretary / Client Servicing 




September 2012 – February 2016
Dubai Media City

A Below the Line Advertising Agency

· Reporting to Managing Director

· Assisting client’s inquiries

· Preparing invoices, quotations, Purchase and booking orders
· Process the invoices, the purchase orders and other type of payment for the advertisements or bookings
· Updates the database and raise purchase orders as required
· Maintains a systematic record of files & easy retrieval including the safe keeping of confidential information
· Liaise between the Team and the client to provide the service most suitable to the client’s needs
· Develop and sustain relationships with potential and existing clients by providing effective administrative support
· Prepare sales analysis, as well as sales reports, sales-order status, sales agreements, in-time proposals and presentations

· Preparing monthly and yearly sales report
· Handling company accounts, petty cash, issuing & keeping record of cheques and PDCs
· Preparing staff handbooks 

· Administering payroll and maintaining employee records

· Preparing visa applications for employees
· Performing other tasks as maybe required
Samsung Engineering & Construction (C&T)





Assistant Accountant & Document Controller


May 2011 – August 2012
The Palm Jebel Ali Project, Dubai, UAE

· Petty cash management – expense claims, invoices and requisitions
· Posting all cash transactions, payables, preparing and issuing cheques
· Receiving and checking all incoming invoices from the suppliers, subcontractors, etc

· Updating supplier’s ledger

Document Controller

· Obtain the requested data, make them available, record and manage quality documents by attaching unique marks
· Collates all project records and maintains the project folders and their archiving
· Award document numbers and revision numbers to the approved quality documents

· Identifies, stores and maintains quality records
· Grasps and collects quality records

Rolman World Fze.








HR Asst. / Secretary






June 2009 – May 2011
Jebel Ali Freezone, Dubai, UAE

Import/Export of Automotive & Industrial Bearing Industries

· Prepare daily sales warehouse report for good’s packing

· Makes packing lists and invoices

· Coordinating with logistics department and Sales person for delivery details

· Prepare brand stock list inventory

· Responsible in making PO for warehouse, maintenance services and office supplies

· Issuing gate passes for visitors

· Updating employee details such as visa and passport expiries, ID gate passes, etc

· Filling all imported documents done for future reference
Symphony Hotel Apartments







Front Office Attendant / Reservations



March 2008 – May 2009
Bur Dubai, UAE

Standard Hotel Apartment

· Front desk personnel in-charge of guest accommodations

· Assisting phone inquiries and cashier works
· Making individual and group reservations

· Coordinating with travel agency partners for booking and other inquiries

· Prepare the schedule of the drivers

· Assisting guest

· Reporting daily to the Front Office Manager

EDUCATION

Bachelor of Science in Hotel & Restaurant Management (2007)
COMPUTER SKILLS

Office Management- MS Word, MS Excel, MS PowerPoint and Internet.
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