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Syed 
OBJECTIVE:

To secure a suitable position in an organization where my extensive experience and skills in office administration and records management/documentation could enhance productivity and at the same time improve my career and personal development.

SUMMARY OF QUALIFICATIONS:

· 2 years of professional experiences.

· Excellent Data Management.
· Well Experienced in Office Administration.
· Skilled in cultivating, excellent relationship with both clients and colleagues.

· Proficient in MS Application (Word, Excel, PowerPoint, Tally7,etc)

· A team player with excellent communication, customer service & leadership skills and rapidly adapts to changing demands.
PROFESSIONAL EXPERIENCES:

Administration Officer / Document Controller 
Doha, Qatar
April 2014- Present
· Handling company e-mail.

· Reporting to general manager with incoming and outgoing documents for approvals.
· Preparing Quotation as per customer enquiries.
· Sorts, maintains files, log, tracks, labels, records and updates documents, submittals correspondence, quotations, and engineering reports, receives internally or externally from contractors or service provider.

· Compose, type, and distribute meeting notes, routine correspondence, and reports.

· Archives, copy and scan applicable project documents electronically.

· Completes and submits monthly documents to the appropriate departments (i.e. timesheets, reports, etc).

· Coordinates important files with the contractor, receives and transmits incoming and outgoing documents,    submittals, request, etc.

· Arrange conferences, meetings, and travel reservations for office personnel.

· Complete forms in accordance with company procedures.

· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs.

· Maintain scheduling and event calendars.

· Prepare answers to routine letters.

· Schedule and confirm appointments for clients, customers, or supervisors.
· Prepared and organized paperwork and other materials as needed for meetings, conferences, travel arrangements and expenses reports.

· Collected and coordinated the flow of internal and external information.

· Managed office equipment and office space.

· Established the administrative work procedures for tracking staff’s daily tasks.

· Deals directly to the clients.

· Handle customer inquiries, complaints, payment question and extension service request.

· Attending and helping out customers to process requirements for approval of requesting loans.

· Assist with office floor-sets and opening/ closing procedures.
· Responsible for journal voucher, data and entry analysis.

· Calculate sales discount to determine price.

· Update all checks for payment. 

· Prepares audit reports and other related work.

· Keep record of sales, prepare inventory of stocks.

· Enter transactions in the cash register and provide customers with the total bill.
· Sort and count all sales.
· Worked simultaneously and efficiently on separate data entry tasks.

· Kept company database up-to-date and edited it when necessary.

· Entered information from important documents into company database with great accuracy.

· Compared data from original sources to monitor mistakes and posted in database.

· Maintained records for completed projects for top departments’ future reference.

· Made sure database is secured by implementing necessary security measure.
EDUCATIONAL BACKGROUND

Bachelor of Commerce.
C.V. Raman University , 2013( Attested  ) 
Bilaspur, India
KEY COMPETENCIES

· Proficient in office administration, document handling management, and filing system.

· Customer service oriented.

· Ability to multitask, prioritize and work well under pressure with minimal or no supervision. Outstanding communication skills, both in written and verbal form. 

· Strong organizational and interpersonal skills.

· Can work well with multinational workforce. Willing to learn and contribute.

PERSONAL INFORMATION

Date of Birth


:                 
March 15, 1992
Civil Status


:

Single

Citizenship


:

India
Languages


:

English – Good







Hindi – Good







Arabic – Basic







Urdu – Mother Language

Driving License


:

Indian (Valid-3/12/2030)

Computer Knowledge

:

Advance Level
Highest Educational Attainment:                
College Graduate

*Character References available upon requests. 
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I hereby certify that the above information stated herein are true and correct to the best of my knowledge and belief.

Syed 
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