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   Jibi 
   Administration, Receptionist & Secretary Executive with 4 Years of Experience                     
  Focused on Administration, HR, Customer Service and Logistics.
    E-mail: jibi.294125@2freemail.com 


	PROFILE SYNOPSIS

	Well-qualified, talented and experienced finance professional contributing on executive role together with previous training exposure. Possess excellent knowledge about the industry with command over customer relations, design & customer service.



	STRENGTHS

	· Multinational Company Experienced
	· Structured and process oriented

	· Management-Administration-Coordination
	· Result Driven-Dynamic Personality

	
	

	KNOWLEDGE PREVIEW

	· Customer service skills

· Marketing Management

· Human resource management

· Back end operations

· Corporate Communication


	CAREER SNAPSHOT


	       Dasher Design LLC

               
	       October 16 –February 17

	Blueridge IT Solutions FZE – Dubai        

               
	June 2014 – September 2016

	Fino International – Dubai                      
	May 2012 to  May 2014



	AREAS OF EXPERTISE & WORK EXPERIENCE

	


	Dasher Design LLC – Dubai – Office Administrator(Temporary Position) October 2016-February 2017

· Oversee all aspects of general office coordination

· Maintain office calendar to coordinate work flow and meetings.

· Maintain confidentiality in all aspects of client, staff and office information

· Interact with clients, vendors and visitors. Answer telephones and transfer to appropriate staff member.

· Open, sort and distribute incoming correspondence, including faxes and email. 

· Code and file material according to the established procedures.

· Follow-up with Supplier & Clients.  

· Purchase, receive and store the office supplies ensuring that basic supplies are always           available.

· Prepare responses to correspondence containing routine inquiries.

· Perform general clerical duties to include, but not limited to, bookkeeping, copying, faxing, mailing and filing. 

· File and retrieve organizational documents, records and reports.

· Create and modify documents such as invoices, reports, memos, letters and financial statements using word processing, spreadsheet, database and/or other presentation software such as Microsoft Office or other programs.

· Compile, transcribe and distribute minutes of meetings.

· Coordinate and maintain records for staff, office space, telephones and office keys. 

· Collect and maintain inventory of office equipment, supplies and stocks at the sites.

· Arrange for the repair and maintenance of office equipment.

· Assist with overall maintenance of the organization and its offices, sites and warehouse.

· Arranging travel, visas and accommodation and, occasionally, travelling with the manager to take notes or dictation at meetings or to provide general assistance during presentations.

· Preparing letters, presentations and reports.

· Work with hiring managers on recruiting planning meetings.

· Conduct regular follow-up with managers to determine the effectiveness of recruiting plans and implementation.

· Post openings in newspaper advertisements and in other position appropriate venues.

· Conducting face to face and Telephonic Interviews with the potential Candidates.

· Maintain regular contact with possible future candidates.

· Assist in preparing and sending offer packages.

· Create job descriptions.

Blueridge IT Solutions FZE – Dubai – Administrative Assistant      June 14 – Sep 2016                   

· Following standardized company procedures relating to all aspects of  Office Performance
· Assisting the sales team in coordinating various integrated communication and marketing activities.

· Diary management and Processing travel arrangements for the head of the company.

· Using CRM Online and PSX (Partner Sales Exchange) to add new leads, opportunities, Contacts and accounts.

· Maintaining suitable and Office sufficient stationary.

· Establishing the stationary requirements for the office.

· Resourcing of candidate and appropriately advertising for and recruiting place-able staff.

· Updating databases with confident and relevant information.

· Sourcing candidate C.V’s from various job boards or other media sources.

· Ensuring that all information and databases are compliant with guidelines of data protection Act.

· Processing Visa and HR related documents.

· Arranging interviews and confirming interviews through calls and emails.

· Coordinating and communicating all activities for office, including employee related events.

· Perform other administrative and clerical duties as needed by departments.

· Resolve complaints regarding the issues reported by the clients and customers.

· Sourcing Quotations and secure approval after negotiations with suppliers(s).

· Proactively place order with supplier for routine purchase i.e. consumables.

· Follow up with supplier until satisfactory delivery of product and /or service.

· Compare prices, specifications and delivery fates in order to determine the best bid among potential suppliers.

· Calculate costs of orders and charge of forward invoices to appropriate accounts with the usage of QuickBooks and Excel.

Fino International, Dubai  - Receptionist & Secretary Executive: May 2012 to  May 2014

· Greet persons, determine nature and purpose of visit and direct them to specific departments.

· Answer and screen the phone calls and guide callers to the right person or department.

· Complete forms in accordance with company procedures. 

· Keep track of incoming correspondences requiring replies and follow up.

· Schedule individual or group meetings and maintain appointment calendars.

· Make copies of correspondence and other printed material. 

· Deal directly with customers either by telephone, electronically & face to face

· Respond promptly to customer inquiries.

· Distribution of incoming correspondences to the concerned, and prepare answers to routine letters. 

· Maintain the general filing system including electronic filing system of all correspondences and other materials. 

· Handle and resolve customer complaints.

· Obtain and evaluate all relevant information to handle inquiries and complaints.

· Establish work procedures and schedules, and keep track of the daily work of clerical staff.

·  Responsible for the effective and efficient document control in accordance with the established        procedures.

· Ensure the effective running of the day-to-day operations of the document center.

· Maintains and arranges files for easy retrieves, storage or reproduce records, documents and reports.

· To ensure a document or file checked and approved by the person in charge.



	

	ACADEMIC & VOCATIONAL COURSES / QUALIFICATION

	· MBA - Human Resource & Marketing Management: UBIS University (Present).

· Bachelor of Science: CMS College, Kerala,  India

Project Work: 

· Completed one month project at C.E.P.C. Laboratory, Kerala, India. The project was based on production of lactic acid, using lactic acid bacteria with the help of organic and inorganic nitrogen sources.

Technical Skills

· MS Office Skills
                :    MS Office (Excel, Word, PowerPoint & Outlook). 

	

	PERSONAL DETAILS 

	Nationality
	:
	Indian

	Date of Birth
	: 
	1st May 1991

	Marital Status
	: 
	Single

	Visa Status
	: 
	Father’s Visa

	Driving License
	:
	Yes

	Languages
	:
	English, Hindi, Malayalam & Tamil 
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