Curriculum Vitae
Summary

A confident & well-groomed individual with exceptional management skills, positive attitude, customer service. Possessing good interpersonal skills and the ability to work in a multi-national team environment with confidence and minimal supervision. Comfortable working in a fast paced environment and able to build and maintain good relationships with work colleagues through a genuine desire to understand their needs and support them.
Objective

Currently looking for a suitable Front office, administration, secretarial role with an organization that gives an opportunity to develop professionally.
Professional Experience

Max Electronics LLC (EMAX – Landmark Group) Sep’14 to present

Designation – Front Desk Associate cum Admin

Job Profile:
· Handling the day to day activities of the front office including answering calls, emails, reception area and distribution of post.

· Monthly updating of the telephone extension list for Head office and all the stores across UAE.

· Keeping a track of incoming and outgoing couriers/ documents.
· Greeting & directing the guests, as well as staffs. Furthermore, duties include responding to complaints, service issues and other general questions or concerns as appropriate
· Handling the air ticket & hotel bookings for all the employees for personal & business trips.
· Booking of board meeting rooms, conference meeting rooms as per the meetings scheduled.

· Handling the stationary & pantry requisition for all the stores including the head office on a monthly basis.
· Maintaining a First Aid Kit on a monthly basis.

· Other admin activities like Business cards for the employees, printing of company letter heads and many more.
Flying Colour Feb’14 to June’14
Designation – Document Controller cum Assistant to Director
Job Profile:
· Preparing agreements for business set up
· Handover of documents to clients in a timely manner
· Maintaining database of clientele and keeping it most updated

· Filing activities from day to day action items

· Assisting the director on all his admin requirements – travel, meeting arrangements, logistics etc.

· Scanning important emails for the director on a day to day basis and highlighting the important ones to him, maintaining an action tracker etc.
First Gulf Bank ( August 2013 to Dec 2013)

Designation – Sales Executive for Credit Cards
Job Profile:
· Prepare action plans ad schedules to identify specific targets and to project the number of contacts to be made.
· Database generation. Follow up on new leas and referrals.
· Develop and maintain sales materials and current product knowledge
· Maintaining confidentiality of company/ client documents and information.

· Manage account services through quality checks and other follow up.

· Prepare a variety of status reports including activities, closing, follow up and adherence to goals.

· Co ordinate with company staff to accomplish the work required to close sales.

· Develop and implement special sales activities to increase acquisition and other duties as assigned.

Aegon Religare Life Insurance Co. Ltd (December 2011 – April 2013)
Designation – Front Desk Officer cum Admin Executive
Job Profile:
· Handling the day to day administration of the front office including answering calls , emails and the distribution of post.
· Greeting and directing the guests, as well as staff. Furthermore, duties include responding to complaints, service issues and other general questions or concerns as appropriate. 
· Monthly updating of the telephone extension list. Keeping a track of incoming and outgoing couriers. 
· Booking of board meeting rooms, conference meeting rooms as per the meetings scheduled.

· Maintaining a file for the STD and ISD calls made. 
· Maintaining a First Aid Kit.

· Taking care of the Pantry Requirements and also administration work.
Firestone International Pvt Ltd (October 2010 to December 2011)

Designation - Receptionist cum Front Office Executive 

Job Profile:

· Handling the front office desk– Working on the EPABX and also handling the telephone board of our 2 branch offices simultaneously.

· Programming in the telephone instruments

· Interacting with the clients and my staff and posting messages respectively.    

· Adding and updating existing data on Microsoft outlook and data entry on excel worksheet.

· Maintaining records of magazines – Renewal of the issues and taking a follow up with the subscribers if needed if by any chance any issue is missed. 

· Arranging the dispatch of couriers and take a follow up of the shipment.  

· Keeping the records of all the incoming post mails and couriers and distribute them to concerned departments

· Replying to enquiries / requirements of the staff with instruction and guidance from HR and accordingly co-ordinate with the concerned department.
· Handling all the work of Chairman According to his instruction and his Secretary.

Educational Qualification


· Bachelor of Commerce from Mumbai University in the year 2008.
Technical Skills
· Strong Internet Research Skills

· Proficiency in MS office

Soft Skills
· Strong communication skills with people of all levels and roles

· Driven to learn and apply new ideas and skills

· Enthusiastic, creative and willing to assume increased responsibility

· Environment adaptability
Language Proficiency
· English

· Hindi
Personal Details 

· Birth Date : 26th May’88 

· Nationality : Indian

· Marital Status : Married 
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