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Pricilla 
Visa : Residence Visa
DESIGNATION: ADMINISTRATOR/ ASSISTANT HUMAN RESOURCES
                              Or any suitable position
OVERVIEW

A highly motivated individual with total 03 years of combined experience working with Top Management, Purchasing department, Administration HR and Secretarial skills.

OBJECTIVE

To enhance abilities and harness untapped potentialities resulting to successful career, be a part of company’s growth as well as in my professional growth through perseverance eagerness to learn and to gain more formal training.

PROFESSIONAL EXPERIENCE

· International Fzc, Sharjah, , UAE 
January 18, 2014 – till date.
Administrator
Job Responsibilities
·  Drafting of letters, mailing clients and Government authorities.
· Maintaining stationery and office supplies in the office. 

·  Uploading documents through Aconex.
· Updating in the system the issue and expiration date of all renewed Passports, visas Labor cards and Emirates ID

· Updating all records of all company and personal vehicles and also completing all formalities for renewals.
· Updating records of issuance of all materials in factory and on site.
· Updating and sorting of all employees personal files. 
· Coordinating with all employees regarding concerns and inquiries.
· Monitoring all employees daily attendance.
· Documentation of all types of correspondences.
· Making bill payments of all telephones, DEWA and Internet Connection.

· Monitoring and filling all employees approved leave applications.
· Monitoring and filling approved sick leave applications.
· Responsible in collecting required documents of newly selected employees

HR Recruitment Officer

Job Responsibilities
· Sourcing out recruitment Agencies for manpower requirement.
· Posting job advertisements.
· Screening of applicants for basic compliance with position qualifications, summarizing CVs for easier evaluation by the departmental heads/ interviewers.
· Scheduling interviews for qualified candidates.
· Conducting Interviews for the Administration Department to shortlist candidates for a final round of interview with the Directors.
·  Preparing offer letters for new hired employees.
· Conducting induction Programmes.
· Organizing training programs for workers to enhance skills.

Secretary to the Director/ Management of the Company
Job Responsibilities

· Arranging and organizing meetings.
· Handling and monitoring all documents for approval.
· Preparing correspondence.
· Handling official and personal files.
· Preparing different kinds of letters/correspondence.
· Directly reporting to Directors. 

Receptionist

Job Responsibilities

·  Greeting and answering telephone, screening and directing calls. 

·  Provide information to callers.
·  Direct persons to correct destination.
·  Deal with queries from clients.
·  General office coordination.
Purchase Department

· Sourcing out suppliers from the Market.
· Getting Best Price Deals.
· Purchase of hardware, glass, steel and metal related tools and materials.

Custom Representative

· Active Customs Representative for getting Inspection done in Custom Offices.
· Report Submission.
· Documentation & Filing.
· Clearing Consignments (sea & air) along with Logistic Companies.
Public Relation Officer
· Responsible for all visa applications.   
· Responsible for visa stamping and cancellations of Employees.
· Responsible for Passports of employees.
· All legal affairs related to the Company.
· Correspondence with all official & unofficial; members on behalf of the Company.
Other Job Responsibilities

· Conducting Employee of the Month Program.
· Organizing “Staff Party”.
· Coordinating with other departments and other companies for jobs outsourced.
· Responsible in issuing all the HR related letters.
· Booking of Tickets for all staff & Workers.
· Anchored for ‘V-Goan News Channel’ for a period of 

     1 year (2009-2010).

Worked as news anchor in a Goan News Channel in Goa India.

· Worked as a Project Executive in IDEX (Volunteering Company) in Majorda Goa  from  2012 until   2013.

. 

Worked as a PE with European volunteers:

· For Women Empowerment

· Orphanages

· Special Needs Schools

· Street children living in Slums.
· Golden Sands Apartments,  Betalbatim, Goa India   (01 year) in the Administration Department.(2013)
Responsibilities: Secretary to the Director, Assistant to the HR Recruiter and Director’s representative to the clients of the Company.
EDUCATION

Carmel College for Women for Arts Science & Commerce.

Nuvem, Goa (India)

· Graduation in Bachelor in Commerce specialized in Management.
PARTICIPATIONS
· Won various certificates in schools & Colleges in co curricular activities

· Active member of a ‘KALA KRANTI’ NGO a nonprofit association for street Children in Goa India.

· Awarded “EMPLOYEE OF THE MONTH” in Glassco International FZC.

COMPUTER SKILLS

Computer Proficiency:

· Diploma In Office Management (Microsoft Windows, Microsoft Word, Microsoft Excel, Microsoft Power point Presentation, Internet and Emails).

· Use of Aconex. 

PERSONAL SKILLS

· Highly organized and dedicated with a positive attitude.

· Thrive on working in a challenging environment.

· Trustworthy, ethical and recognized for a high degree of integrity.

· Excellent interpersonal skills dealing efficiently and professionally with colleagues of different ranks and nationalities.
· Frank and dynamic in nature
INTEREST

· Listening to Music

· Cooking

· Making friends

· Traveling to different places.
PERSONAL DETAILS
Languages Known  :     English, Hindi, Konkani and Marathi.
Status         
:
Single

Citizenship
:
Indian

Born

:
November 6, 1991

Religion
:
Roman Catholic
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