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	Competent and result-proven professional with 3 years experience in handling broad-based office administration functions. Rendered top quality work performance in providing administrative support for large-sized corporation including organization assistance for newly established site offices for various projects. Demonstrated strong competencies in multitasking, performing well under pressure, maintaining strict confidentiality of company records, coordinating with third parties and surpassing performance parameters. Holds excellent leadership, analytical, problem solving, organization, coordination, monitoring, time management, communication and interpersonal skills. 
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Strengths




· Knowledge of office administration

· Excellent interpersonal skills

· Team building skills

· Analytical and problem solving skills

· Decision making skills

· Effective verbal and listening communications skills

· Attention to detail and high level of accuracy

· Very effective organizational skills

· Handle Pressure with Ease & Efficiency
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	Career Snapshot
	

	ADMIN CUM PURCHASE COORDINATOR -,UAE                   FEB 2014 – JUNE 2015
ADMINISTRATIVE OFFICER – GRACE TECHNICAL INSTITUTE,INDIA                                              JAN 2013– JAN 2014
ADMINISTRATIVE ASSISTANT – RAMAN HOSPITAL,INDIA                                                                JULY 2011 – DEC 2012
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	· Performed assigned workload with indefinable enthusiasm, dedication and drive towards contributing to continued business growth hence received commendations from management.

· Proven in managing and coordinating various duties effectively, remarkable skill in working under pressure and drive in attaining desirable objectives set by management. 

· Carried out consistent career growth by using knowledge gained from previous experiences and by upholding dedication and commitment in work profile.
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	Core Competencies 
	

	

	Admin cum purchase coordinator
· In charge of day-to-day flow of all company documents including confidential proposals and agreements.

· Maintain accurate records of incoming and outgoing correspondence, file documents and letters systematically, and keep all assigned files up-to-date. Preserve confidentiality of all official documents
· Maintaining company supplier record

· Follow up and recall the supplier

· Permanent monitoring the market price

· Confirm the payment mode and payment terms

· Check whether the supplier is in CNF OR FOB basis

· Collect the documents like BILL OF LADDING(AIR WAY BILL),PHYTO,COUNTRY OF ORIGIN,PACKING LIST AND COMMERCIAL INVOCIE

· Create and verify  PO and PI 

· Coordinate with the logistic and sales team

· Give feedback to the supplier about the goods

· Follow up the payment

· Follow up to the supplier about their items sales report and survey report
· Keep records of customer interaction and transactions, details of inquiries, complains and actions taken.

· Screening telephone calls, enquiries and requests: and handling them when appropriate.

· Meeting and greeting visitors at all levels of seniority and supplier.

· Keep records of customer interaction and transactions, details of inquiries, complains and actions taken.

· Dealing with incoming e-mails, faxes and post, often corresponding on behalf of the manager.

· Producing documents, brief papers, reports and presentations.

· Devising and maintaining office systems, including data management, filing, etc.

Administrative officer



	· Supervise clerical, secretarial, and administrative tasks and responsibilities among the office staff.

· Interact with external parties for events, meetings, travel arrangements, etc.

· Organize travel and accommodation arrangements for senior management and project team’s business trips.

· Assume full responsibility of business communication and interaction with spectrum of clients or other third party dealing with the organization. Develop good working relations with the same. 

· Accord highest attention to customers, process transactions in a responsive manner and handle complaints in a professional manner.

· Coordinate office staff activities and allocating resources to ensure maximal efficiency and to enable task execution.

· Monitor and establishing procedures for office record keeping and ensure the confidentiality and security of data.
· Develop and maintain well organized filing system that permits easy reference and rapid retrieval of information




Administrative Assistant
· Chanel activities to all departments and across all employees

· Keep records for each employee, including information such as payroll, contact details, absences, and supervisory reports on performance, medical reports and reasons for endings.

· Made sure all equipment’s are efficiently working
· Keep inventory record for all Hospital equipment’s and supplies
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	Cont’d...




· Handled transport requirements of employees. Ensured all vehicles are maintained in good    

            Conditions.

· Helping the new joiners to get familiar with the system of the hospital, and  directing them for concerned department for training and further activities,

· Making sure that all staff are coming on time and ensuring attendance,

· Maintain and update all the details of O P and I P records

· Assisting with billing-related activity
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	Academic Qualification
	

	


M.Sc. Computer Technology (5 years Integrated Course)

University                              : Anna University, Chennai

Institute                                  : Noorul Islam College of Engineering,

                                                      Kumaracoil, TN, India.

Percentage

      : 74%

Year of Passing

      : 2011                     
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	IT Skills
	

	

	MS Office (Word, Excel, PowerPoint, Outlook), E-mail & Internet Applications, Photoshop, Java, C, C++
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	Personal Details
	

	

	Nationality
	:
	Indian

	Date of Birth
	:
	10TH April 1988

	Marital Status
	:
	Married

	Languages
	:
	English, Malayalam, Tamil, Hindi




Job Seeker First Name / CV No: 1798800
Click to send CV No & get contact details of candidate
 [image: image8.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



[image: image9.png]


[image: image10.png]


[image: image11.png]


[image: image12.png]


[image: image13.png]


[image: image14.png]




                                                                                                     Page 3 of 3

