


 
To obtain a satisfying career with any reputed organization, where I can utilize my capabilities for the progress of the organization and my personal growth

DATE OF BIRTH



: 31st January 1981
PLACE OF BIRTH


: Mumbai
NATIONALITY



: Indian

HOBBIES




: Reading, Writing, Travelling.


· Passed Secondary School Certificate from Maharashtra State Board in 1997. 

· Passed Higher Secondary School Certificate (Commerce) from Maharashtra State Board in 1999. 

· Appeared T.Y.B.Com Exam from Mumbai University in 2002.


· Diploma in Tally Accounting Package (5.6) (6.2) (7.4) in 2000.
· Diploma in FoxPro Programming (2.6) in 1999.

· Diploma in MS-OFFICE in March 1998.

· Diploma in Basic Computers Applications in March 1997.

Knowledge of Windows 95/97/98/2000/XP/Windows7, Microsoft Office & (Basic) HTML, DTP, Pagepro, XMARK, Edgar Ease (7.2),Basic Knowledge of Adobe Photoshop(7.0), Acrobat Distiller, Adobe PDF (7.0), Network Administrator, Troubleshooting, Networking  & Citrix Basic Knowledge.

· Currently working with M/s LEGACY YACHTS LLC as a “Public Relation Officer” Since September 2014.(In Dubai, UAE)

· Worked with M/s MANSUR BROTHERS LLC as an “Administration Executive” for 
5 Years and 1 month (In Sharjah, UAE)
· Worked with INTEGREON MANAGED SOLUTIONS PVT. LTD. as a “Junior Delivery Associate” for 1 Year 6 months.(In India)
· Worked with M/s EXPRESS TRAVEL SERVICE as a “Computer Operator Cum Office Assistant” for 4 Years 9 Months.(In India)
· Worked with M/s BEAUTY CENTER as a “Counter Sales Representative” For LO’REAL Professionel India Pvt. Ltd. for 1 Year.(In India)

English, Hindi & Marathi.


Honest, Hardworking, Enthusiastic person with a positive attitude, Ability to adapt to any work environment, Ability to Handle correspondence individually, Ability to Maintain response with Debtors, Sub-Ordinate & Colleagues.


· Independently handling the entire public relation work for the group of company.

· Job profile includes but not limited to Visa processing, quota application, renewal of visa, renewal of labor contract, issuance of entry permit, cancellation of visa in GDRFA, cancellation in Labor, medical for renewal and new candidate, application for emirates identity card etc.

· General administration works for the offices like purchasing stationery, ordering office supplies, visiting post office, banks, bill payments etc.

· Independently handling the entire office supplies and corresponds to the local vendor for Office supplies and other goods.

· Independently handling the network, troubleshooting, and management of the server.

· Handling PRO related work for the company.

· Personal Assistant to the General Manager of the Company.

· Letter drafting for NOC, Permissions from Municipality, Request for Providing Services etc.

· Arrangement for Manager Travels, Booking Tickets, Room Booking in hotel for his Outstays.

· Arrangement for Meeting and Parties of Manager and for the Staff of the Company.

· Working with a team of 20 members presently at the company.

· Keeping track record for the staff, Arrangement of tickets for their vacation.

· Local Purchase for Office Supplies & Stationery Equipment for Office.
· Filing for the entire catalogue for the company and personal documents related to HR Department.

· Having a sound knowledge of Visa Processing and General PRO related duties.

· Handling PRO related work for the Entire comprising of around 45-50 persons.

· Their Visa issuance, renewal, passport renewal, medical, insurance, car insurance.

· Purchase related to IT stuffs and Assets for the Company Especially New Cars.
 
· Working under a team of 7 members including a Team Leader, Back up Team Leader, Preflighter and Associates.

· Co-ordination with other team leaders and team members, for Different job specifications from the clients.

· Can Independently Handle Jobs from Different Clients and Different Job Specifications Such as PDF to WORD, WORD to HTML/ASCII, EXCEL to ASCII/HTML, and OCR to ASCII. (Non Extractable PDF) as per the Standard company Policies.
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