
[image: image1.jpg]


AYESHA AYESHA.293012@2freemail.com  

SUMMARY
Current Administrative Office Secretary and Receptionist. versatile, reliable and efficientwith 8+ years experience supporting managers in high paced environments. Diversified skills include client relations, human resources, recruiting, site project management, and administrative support. Excellent phone and digital communication skills. 
PROFESSIONAL EXPERIENCE
DEC 05, 2015-30 May 2015-Teacher Assistant –AUH)
· Reinforce lessons presented by teachers by reviewing material with students one-on-one or in small groups.
· giving extra help to children with special needs or those for whom English is not their first language.

· Help supervise students in class, between classes, during lunch and recess, and on field trips.
· Help teacher prepare for lessons by getting materials ready etc.
JULY 2, 2011-DEC 1, 2015  Secretary-Receptionist- Masters Commercial Agencies(UAE)
· Prepares LPO’s and expedites purchase orders and direct payments.
· Checks the e-mail daily and forwards it to the concerned personnel. Sends responses on behalf of the Manager, as instructed.
· Maintains a correspondence register as a record of all outgoing memos, letters, faxes, circulars, etc.
· Answers telephone, takes messages and answers inquiries within assigned scope of responsibility
· Arranging travel, visas and accommodation and, to take notes or dictation at meetings or to provide general assistance during presentations.

· organising and attending meetings and ensuring the manager is well prepared for meetings.
· Maintains attendance reports, leave records, trip records and logs.
· Ensure the delivery of an efficient and professional administrative support  &services.

· Reports to the General Manager for his itenerary for the day.
· Attends workshop/ seminar for new trading policies and changes.

· Scan, photocopy and fax documents needed by the manager
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.
· Directs visitors by maintaining employee and department directories; giving instructions.
·  Maintains security by following procedures
· Coordinates with the Insurance Company for the employee.
· Maintains safe and clean reception area by complying with procedures, rules, and regulations.
· Maintains continuity among work teams by documenting and communicating actions, irregularities,and continuing needs.
· Distributing Mails from impost on daily basis,prepares outgoing mail or parcel for pickup by thepostal service or overnight courier.

· Receiving all the shipment or cargo from our respective suppliers with proper documentations.

· Keeping record of staff and visitors signing IN and OUT of the office.

· Book meeting rooms, diary management, accommodation and travel arrangements for  staff.

· Responsible for the annual enventory for furniture and fixture.
· Arranging travel and accommodation for staff or customers and other external contacts.

· using content management systems to maintain and update websites and internal databases.
Dec 2007-April 2011   Receptionist/Document Controller- BinSalem Holding 2IG{ Abu Dhabi,UAE}
· Responsible in sending and receiving of documents through fax and emails. 

· Answers telephone, takes messages and answers inquiries within assigned scope of responsibility
· Attending telephone queries, & transfer calls to the concerned staff.
· Scan, photocopy and fax documents needed by the manager.
· Accountable in the Filing system of all important documents and archive.
· Prepared and organized paperwork and other materials as needed for meetings, conferences, travel arrangements and expenses reports.

· Maintained office scheduling and event calendar

· Composed, typed, and distributed meeting agendas and minutes, routine correspondences and reports.

· Set up and handled incoming mail and office,
· Accountable for using the modern filing systems.
AUG 2004-JUL 2006 SECRETARY/CASHIER -JUST PERFECT Restaurant Kingdom ofBAHRAIN
· Scan items and ensure pricing is correct.




· Greet customers and ask if they want paper or plastic.

· Take customers' orders.

· Deliver hot or cold food to customers.

· Take coupons and scan correctly.

· Dispense correct change.

· Take money in the form of cash, credit card, or check.
May 2011-July 2004
  Assistant Teacher   Gesu BAMBINO NURSERY  SCHOOL (Philippines)
· Helping the teacher to have a lesson plan, activities for the whole week. 
· Ensure that the students are obeying the rules and discipline unruly pupils when necessary.
· Aides see that students board the correct school bus to go home or meet the buses in the morning to help offload students.
· Might also supervise students on the playground during recess or before and after school.
· Responsible for helping students learn in that specific environment, such as teaching them how to locate books or use a software program.
· selecting and using a range of different learning resources and equipment, including podcasts and interactive whiteboards.

· communicating with parents and carers over pupils' progress and participating in departmental meetings, parents' evenings and whole school training events.
SKILLS
· Schedule Management
· Environmental Cleanup
· Creativity
· Operating Systems-net surfing,Googling,Excel,Microsoft word.

·  Self-Confidence.
EDUCATION
Bachelor in Business Computer and Office Management
(Metro Data College )1991-1995
Secondary Diploma-Quezon National high School 1990    (Diploma)
Elementary- Lucena West 1                               1986     (Diploma)
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