Mukku 
_____________________________________________________________

OBJECTIVE:                                                                                                                             

A position in a progressive organization which will enable me to make a positive contribution, by utilizing the skills and practical experience, for an enduring and mutually beneficial association for the achievement of company’s and personal goals.

PRESENT EMPLOYMENT:

Having around 4 yrs of work experience from branches of
 Al REYAMI GROUP, DUBAI, UAE.
AL REYAMI TRADING ENTERPRISES, DUBAI
Designation: HR/PROJECT CO-ORDINATOR



Tenure: Jan 2015 - Till Date
Job Profile:

· Preparing quotation formats and sending to the clients.
· Taken care of urgent calls, emails and messages when sales representatives are not available.
· Preparing sales report and evaluating targets report.
· Worked as secretary to the Company Director for short period of time.

· Handling emails, receiving calls and fixing appointments for director with other company sales team regarding projects.
· Scheduling meetings and taking care of other resources required for meetings.
· Supported accounts team to assist in accounts and HR works.
· Assisted Accounts work such as preparing LPOs, invoices and delivery orders. 
· Implementing and maintaining filing systems, both paper and computer (list of employee’s visa, labor card & passport expiry dates etc.).
· HR files administration creating and maintaining employee files.

· Organizing and maintaining various administrative, reference and follow up files.

· Preparing Staff Attendances & Time Sheets.
· Providing administrative support to Manager such as preparing correspondence reports, schedules and various employee issues.
AL REYAMI TRAVEL AND TOURISM, DUBAI
Designation: TRAVEL CO-ORDINATOR



Tenure: April 2013 – Dec 2014

Job Profile:

· Preparing quotations, sending to clients and meetings with clients.

· Maintaining good relationship with clients.

· Once confirmed, dealing with suppliers to do all necessary bookings.

· Done email marketing to explain about the product and telemarketing wherever required.

· Attending meetings and presentations held by suppliers to introduce their respective products.

· Coordinating in group staffs for confirming their travel requests and other resources.
· Given expected monthly targets from my work as decided by company.

· Given assistance in accounts work to prepare LPOs, invoices, credit notes, debit notes and outstanding list.

· Preparing cheques for supplier’s payments.

· Implementing and maintaining filing systems, both paper and computer (list of employee’s visa, labor card & passport expiry dates etc.).
· HR files administration creating and maintaining employee files.

· Preparing Monthly sales report and evaluating targets report.
· Maintaining excellent client relationship, follows up regularly on accounts Filling & Documentation.

AL REYAMI PRINTING AND PUBLISHING, DUBAI
Designation: HR ASSISTANT





Tenure: Nov 2011 – March 2013

· Given assistance in all departments of company (sales work, accounts work, HR work and Purchase work).

· Preparing Quotation Formats and sending to clients.

· Taking emergency calls and messages when sales team were out on work.

· Dealing with clients regarding payment modes.

· Assistance in accounts work such as preparing Invoices, Cheques, delivery orders, job orders, booking jobs. and maintaining files based on payment modes and follow up with respective companies regarding pending payments.  
· Implementing and maintaining filing systems, both paper and computer (list of employee’s visa, labor card & passport expiry dates).

· HR files administration creating and maintaining employee files.

· Preparing Staff Attendances & Time Sheets.
· Preparing Weekly sales report and evaluating targets report.
· Providing administrative support to Manager such as preparing correspondence sales reports.
· Coordinating with clients regarding the enquiries for jobs.

· Enquiries data feeding and dealing with suppliers regarding material and preparing LPOs and sending to suppliers.
· Assisting in Accounts work such as preparing invoices, 
PREVIOUS EMPOYMENT:

· IT IS Solutions Pvt. Ltd, Hyderabad, Andhra Pradesh, India.
Designation: HR Executive.




Tenure: June 2009 –  May 2011                    

Job Profile:

· Analyzing and Understanding the company’s requirements.

· Working with various internet/job sites for scanning resumes as per the requirements.

· Conducting the first level interviews and salary negotiations with prospective candidates.

· Recruiting Candidates for forwarding to the respective company’s.
· Maintaining Excellent Client Relationship.
· Preparing documents of the candidates once they selected for the company and following up with the candidates to ensure the successful joining.
· Reporting and Assisting MD in areas of Management and Administration.
· Managing staff attendances and salary sheets.
EDUCATIONAL QUALIFICATION:
Management



: MBA with Human Resources (65%) completed in 








2010-2012 Kutty College, Nellore, Andhra Pradesh, India. 
Technical
: Bachelors of Technology (79.25%) completed in 2005-2009, Narayana Engineering College, Nellore, Andhra Pradesh, India. 

Academic



: Higher Secondary School completed in 2002-2004                           





(78.42%), Maharashtra, India.






: Secondary School Certificate in 2002(69.46%).

  Maharashtra, India.

ADDITIONAL SKILLS:

Computer:

· Software skills
: Windows OS, MS-Office, MS Dot Net (ASP.net, VB.net).


      
:  C, C++, C#.
· Databases
: SQL Server & MS Access.
Personal Attributes:

· Optimistic, Fast Learner & Well Organized.
· Excellent Communication and Writing Skills.

· Sincere, hardworking and can stand up to required compulsions

· Flexible and adaptable to any working environment

· Honest and achievement oriented.   

PERSONAL PROFILE:

 .
Date of Birth


: 14th June1986
Martial Status


: Married


Nationality


: Indian


Languages


: English, Hindi, Marathi & Telugu.
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