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SHONIMA 


Objective: 


	To be an asset to the organization through my contributions, my active participation in the group Activities, deploying teamwork and synchronized and individual decision-making ability. Establishing myself in the records for the growth of the company through my hard work, sincerity, customer and Colleague relations.




Experience Summary: (4year exp.)

1.Worked Fujairah as AdminClerk(Dec 2013 - July 2014)
· Check, Retrieve and maintain emails from Microsoft Outlook

· Proficient in providing project support to different work teams based on standard procedures and policies
· Preparing the estimated expenses for the upcoming vessels and monitor the ETA 

· Sending PDA of the arriving vessels for their expected services

· Answers telephone calls or referring inquiries and handling it appropriate manner
· Prepare offshore & gate-pass for our staff.

· Sending the landed items through courier as per the vessel instructions
· Maintaining the payment Excel sheet for the Existing clients and do the follow up.

2. Worked for Sovereign Global Solutions(marine), Fujairah, as Admin Officer (May 2012 – Oct 2013)
· Monitor the vessel movements and arranging stores and provisions to the vessels

· Coordinate and communicate with Vessels Master and updating the ETA of these vessels and giving proper instructions

· Planning vessel movement for embarkation and disembarkation
· Arranging client seaman’s visa, passport, flight tickets, transportation and accommodation for arrival & departure of the client.

· Coordinate all activities as required with all units within and outside Dubai;

· Log incoming and outgoing correspondence with the clients and update on all outstandingissues. 

· Update and maintain computer logs of all contract documentation.

· Arranging stationary items for the office requirements

3Worked as Document Controller in CHEC,LLC Fujairah, UAE(6 months)
· Maintain all documents related to the project.
· Handle documents properly and provide support as needed

· Help in foreign operations and supply required documents as needed

· Record, maintain and transfer required documents to the clients

· Perform general clerical duties, including reception work

4. Worked as Secretary for AR Shipping, Fujairah, UAE.( 1 year)
• Welcomes visitors by greeting them in person or on the telephone
• Answers telephone calls or referring inquiries and handling it appropriate manner
• Directs visitors by maintaining employee and department directories and giving instructions

•Follow Ups with Customers for Invoicing & Trip Details.
• Maintains security by following procedures, monitoring logbook, issuing visitor passes
• Maintains safe and clean reception area by complying with procedures, rules and regulations
• Perform general clerical duties to include but not limited to; photocopying, faxing, mailing and filing.
• Perform other task that maybe required from time to time
Academic Profile:


	Degree
	University/Board
	Grade

	MSc Science

	GujaratAyurvedUniversity Jamnagar
	First Class

	B.ScScience
	NirmalagiriCollege Kannur University, Kerala.
	First Class


Skills:
	Computer Skills


	Basics of Networking  , Microsoft Outlook , Windows Xp , Microsoft Word , Excel , Power Point , Good Internet usage, 


Personal Information:

	Date of Birth
	27-02-1982



	Languages known
	English, Hindi, Malayalam ,Tamil,Arabic(writing, reading)

	Nationality
	Indian

	Visa Status
	Husband’s Visa
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