Curriculum Vitae

Career Objectives
To be able to obtain a challenging career in the field of office staff that would effectively explore more of my professional experience and interest.  Further, understanding the demands and requirements for professionals with the capabilities, potentials and competence to assume other field of work and career, I have the enthusiasm and very much fascinated to take the challenge and opportunity if you may believe that my best talent and ability would be beneficial in attaining business objective.

WORK EXPERIENCE 

· EXECUTIVE SECRETARY/HR ASSISTANT/DOCUMENT CONTROLER 
AL ANDHALIB CONTRACTING COMPANY
QATAR INTERNATIONAL CLEANING AND TRADING CO.

STATE OF QATAR

March-2014 up to Present
DUTIES & RESPONSIBILITY: EXECUTIVE SECRETARY

· Provide general administrative and clerical support including mailing, scanning, faxing and copying to management. 

· Screening phone calls, emails, letters and personal visits. 

· Experience in managing office equipment and ordering office supplies, and providing general desktop support.

· Perform data entry and scan documents.

· Receive visitors, determines the purpose of visit and advises person concerned.
· Types a variety of materials such as memos and letters and obtained appropriate signatures and dispatches accordingly.

· Perform other unplanned duties as required by the immediate supervisor.

· Schedule and coordinate meetings, appointments and travel arrangements for Managers & others.
· Making reports, quotations, purchase order and correspondence letters. Typing materials, answering the phone, organizing things, making invoices, registering the data on the Microsoft excel and calling customers for payments.  

DUTIES & RESPONSIBILITY: HR ASSISTANT
· Acting as the first point of contact for anyone enquiring about a vacancy.

· Maintenance of the HR records and systems.

· Developing reports for senior HR Officers on staff sick leave, absences and holiday leave.

· Prepares & maintain new employee files.

· Schedule recruitment, interview & other appointments.

· Assists with processing of terminations. 

· Answering employee requests and questions.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee information by entering and updating employment and status-change data.

· Setting up, monitoring and then tracking employee probationary periods.
· Performed other tasks assigned by the Manager.
DUTIES & RESPONSIBILITY: DOCUMENT CONTROLER

· Organizes & accurately maintains filing system of confidential information.

· Maintaining the filling system of the company such as hardcopy, softcopy that are related to the job.
· Protecting and secure the files and records
· Ensure effective transfer of files and records.

· Preparing Completion Certificate to the Finish Project and updating status for the Ongoing Projects.
· In – charge in all Correspondence and Quotation Reference No.

· Keeping files of all LPO’s, Invoices, and Store Requisition Form.
· Maintain Daily/weekly/monthly reports on documents received for which replies are outstanding, documents overdue from contractor & documents status.

· Maintaining a register of all incoming and outgoing mail, stamping and recording of mail before circulating for distribution to the Project Manager. 

· Collecting faxes regularly, recording and sending for distribution to the individuals concerned, photocopying fax if it is marked for someone’s urgent attention and sending them accordingly with a copy to the Project Manager.

· Monitoring of incoming and outgoing stocks/materials. 

· To insure that all documents are properly file.
· Convert files to PDF and vice versa
· ADMIN/ACCOUNTANT
AXIS PROJECTS D

QATAR

June 2013 to Jan 2014 

DUTIES & RESPONSIBILITY: ACCOUNTANT & ADMIN
· Prepare daily income/sales/purchase and prepare daily journal entry.

· Maintaining spreadsheets.
· Prepare Sales and Purchase Ledgers & Journals.

· Prepare Invoice, Credit Notes and Debit Notes.

· Managing Petty Cash & Main Cash Transactions.

· Handling Company Payments and checking to make sure payments, amounts and records are correct. 

· Handling and writing cheques.

· Receiving and processing all invoices, expense forms and requests for payment

· Handling accounts receivable and accounts payable. 

· Maintaining fixed assets register.

· Coordinate regular stock taking and stock reconciliation.

· Preparation of monthly payroll and End of Service benefits.
· Follow up outstanding payment.
· Keep & audit store material.
· Supervise and coordinate activities of staff for the management.

· Managing the office and supervising other staff members.
· Monitor efficient working of HR staff and prepare employee database.
· Keep all passport copies and other company documents safely.  
· Organize customer contracts and evaluate all agreements and invoices. 
· Assist in new recruitment process.
· Fix appointment and interview.
· Assist Manager in resolving any administrative problems.

· ACCOUNTANT/OFFICE MANAGEMENT
APTECH COMPUTER EDUCATION

KERALA – INDIA

August 2009- March 2012
· ACCOUNTANT ASSISTANT/ INSTRUCTOR

DATATECH COMPUTER ACADEMY

KERALA – INDIA

April 2006 – March 2009

Educational Qualifications 

Academic Qualification

· Degree in Bachelor of Business Administration [BBA]  from University of Calicut
· Pree-Degree from University of Calicut

· SSLC from Kerala Education Board
Technical Qualification:

· Post Graduate Diploma in Computer Application.

· Good knowledge of Operating System Windows ‘97,’98, 2000, 2003, 2007, 2013 XP and Windows Vista, Windows 7, Windows 8.1, MS OFFICE 2003, 2010, and 2013.
Proficient in the following computer software:

· Well knowledge in computer programming (VB, C, CPP).

· Sound knowledge in Internet & Outlook.
· Certified in accounting software ‘TALLY’.
· MS Window, MS Word, MS Excel, MS PowerPoint, Open office, E-mail and Internet etc.
· Sound knowledge in Basic Computer Hardware & Networking.
Key Skills

· Proficient in Microsoft Office, Word, Excel and PowerPoint & Linux Office packages.
· Sound Knowledge in Internet, Outlook and Other computer applications.

· Basic knowledge in Computer Hardware and Network.
· Good Team Player with excellent Leader Ship Qualities. 

· Self Motivated, Hardworking, with strong Interpersonal skills.
· Multi Tasking, Reliability, Polite and Patience. 

Personal Details 

Date of Birth


:
25th May 1983
Sex



:
Male
Religion 


:
Hindu
Marital Status

:
Engaged
Nationality


:
Indian
Languages Known   
 :
English, Malayalam, Tamil and Hindi
First Name of Application CV No: 1669002
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