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NAVJOT 
Office Coordinator/Administative officier
	Area of Expertise
	Summary

	Office management 

Office Procedures

Customer Service 
Administrative support
Filing / archiving 

Reception support 


	 A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities

Currently looking for a Suitable Position with a reputable and ambitious company.

	Key Skills
	Work Experience

	Multitasking

Punctual & Reliable 

Good written and verbal communication skills.

Able to work as part of a team.

Ability to prioritize tasks
	Sharjah from September- 2014 to Till Now.

Office Coordinator/Administrative officier 

Working as part of a team and supporting the office manager. Responsible for the day-to-day tasks and administrative duties of the office including covering the reception area

	Training & Skills
	Duties

	Live in Care Giver - Diploma Certified with DLA Home care study centre scoring

82  %  (in 2005)

Diploma in Computer Application from web.com Technology scoring  A Grade  

(in 2009)

Teaching Training in “Govt. Primary School
	· Present a professional, welcoming first contact to all clients, vendors, board, staff, media, etc. – by phone, in person, and email.
· Responsibility for development & implementation of efficient office systems.

· Responsible for keeping office equipment maintained.
· Responsible for organizational functions and general meeting support: including arranging, follow up calls, maintaining office space schedules, securing supplies, copying + faxing.
· Responsible for incoming and outgoing mail, shipping and receiving.
· Responsible for managing supplies and maintenance of storage areas.
· Provide support for teams: staff travels arrangements and expense tracking, program and stipend supplies, etc.
· Provide support for Finance; monitor staff cash purchases and documentation.

	Personal details :
	Previous Experience 

	D.O.B.:07/09/1987
Nationality: Indian

Location: Sharjah, UAE

Visa status: Husband Visa 

till Oct 2016


	Customer Service Executive at HDFC Bank in Jalandhar (Punjab) INDIA from Oct-2010 to Dec-2013
Academics 

Masters of Arts (English)        2010-2012

Bachelor of Arts                        2007-2010
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