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Personal Summary.

Resourceful, dedicated, hardworking and results-driven Office Administrator with 3+ years’ experience in diverse office environments. Dependableadministrator skilled at managing diverse needs in challenging fast paced environments. Friendly and energetic professional with remarkable communication and prioritization skills.

Skills.
	· Data Management                                     
	· Excellent Multitasking Ability

	· Document expertise
	· Microsoft Office Expertise

	· Clerical Support
	· Friendly Nature

	· Clear oral/written communication
	· Organizational Skills


Personal Information.
· Full Name: Alifiya.Najmuddin.Hakim.
· Gender: Female.

· Date of Birth: 9th February 1991.

· Driver’s License: Valid Driver License for Light Vehicle (until 2024).

· Visa: Residence Visa (Husband Visa). 

Work History.
February 2015 – August 2015 - Assistant Admin/Sales Coordinator
IT Managed Services, Dubai 

· Responsible for managing and directing front office and provided support to professional staff members.
· Worked as communicator between staff and customers and other staff members from overseas branch.

· Assists the sales team, focusing mostly on managing schedules and the distribution of any sales documentation.
· Follows up on any sales quotations made for clients, negotiating terms with the client at a cost best suited for them.
· Liaise between other departments and the client to provide the service most suitable to the client’s needs, cost and time restraints.
· To Work closely with the Sales team to assess the progress of the department and develop Sales strategy accordingly.
· Responsible for timely, accurate quotations and various pro-forma invoices to customers, processing inquires through personal visits, email, phone and fax.
· Developed standard operating procedures for all administrative employees.
· Maintained computer and physical filing systems.

· Prepared vendor invoices and processed incoming payments.

· Handled all incoming business and client requests for information.
January 2015 - Assistant Administration Manager
TAM International, JLT, Dubai  

· Responsible for managing and directing front office
· Provided support to professional staff members.

· Worked as communicator between staff and customers and other staff members from overseas branch.

· Done various other duties as assigned.
· Kept company records for all employees.
· Tracks office supply inventory and approves supply orders.

· Received, screened and routed incoming calls.

· Handled all incoming business and client requests for information.

January 2013 – December 2013 - Office Administrator
Sofiya Properties, Pune, India  

· Assists office staff in maintaining files and databases.

· Prepares reports, presentations, memorandums, proposals and correspondence.
· Assigns jobs and duties to office staff as needed.

· Monitors office operations.

· Schedules appointments and meetings for executives and upper level staff.

· Serves as the go-to for office inquiries and conflicts.

· Tracks office supply inventory and approves supply orders.

· Assists in the preparation of department budgets and expenses.

· Be involved in staff training and development, the preparation of job descriptions, staff assessments.       
· Follow up with client with Payments, Agreement etc.
January 2011 – December 2012 - Administrative Assistant
QutbiOpticals, Pune, India.
· Assists office staff in maintaining files and databases.

· Supervise and coordinate activities of staff.
· Conduct orientation programs for new employees.
· Administer salaries and work out leave entitlements.
· Prepare annual estimates of expenditure, maintain budgetary and inventory controls and make    recommendations to management.
· Maintain management information systems (Manual or Computerized).
· Review and answer correspondence.
· Prepared vendor invoices and processed incoming payments.
· Met challenging quotas for productivity and accuracy of work. 

Education.

· University of Pune - Bachelor of Commerce - 2012
· Mount Carmel Convent High School, Pune -Class of 2006 -2007
· Obtained a first class in the final board exam system passing the Higher Secondary School Certificate (XII) with 74%.

Interests,
· Listening to Music, Reading, Watching Movies.
Languages.
· Fluent in Reading, Speaking& Writing : English & Hindi
· Fluent in Reading, Speaking : Gujarati
Hobbies

· Fabric Painting, Henna.
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