Priyanka
Priyanka.317998@2freemail.com 
To,

Human Resources Department 
Dear Sir / madam,
Having achieved many goals in my career, I am interested in expanding my professional horizons by seeking new challenges in your esteemed and well established organization specifically in the area of administration and office support. I am Priyanka Marry, 29 years old, a Diploma in Electronics & Communications Engineering. (D.EC.E). I have 8 years experience in UAE .Previous experience at ENOC as a Temporary Administrative Executive & Accountant (6 months contract) . I have 8 years as a HR  Executive & Executive secretary, purchaser    in   Dynatrade & credit card processor in ICIC Bank. I am interested in a position in your company; also attached herewith is my Resume / CV for your review and consideration. I am a hardworking type of person, honest, loyal and devoted to job assigned to me. I can work in a minimal supervision and a fast learner. I am proficient in Oracle ERP system, SAP ERP, Tally, quick books  ,AS400 ,MS Word, MS Excel, MS PowerPoint and Ms Access, SAP HCM / HRM. Flexible in dealing all kinds of problem that may encounter by the company, I am very much determined to help the growth of the company. Also I am willing to be trained for a new possible system the company is presently using. 

My objectives are to establish a tune when we can meet and discuss how my talent, professionalism, and enthusiasm will add value to your operation. Thank you for your consideration. I look forward to speaking with you soon. 

CURRICULUM VITAE 
Priyanka 
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Objective
To seek a position that provides opportunities to use my skills experience in order to maximize the performance and to achieve best results for the organization.
Professional Experience
Temporary Administrative Executive & Accountant (6 months contract)





(Dec 2014 – june2015)
ENOC, Dubai
· Managed and operated the software based trading system, create and review contracts, settlements and scheduling.  Using oracle  ERP System.
· Prepared offers bids and any other contractual documentation in consultation with the Front Office and vets all contract details independently.
· Coordinated with Asst. Office Manager in evaluating the overall STP business operations and the adequacy of existing internal systems & controls and on all policy and procedural matters related to the Mid Office function of STP. 
· Independently operated the existing trading system and be capable of troubleshooting the same. Interacts with software providers to enable improvements to the existing system to improve the operating efficiency.
· Daily monitored for any deviations on transactions and follow up with the relevant agency to normalize the deviations. 
· Assisted the Mid Office Manager during Government, Internal and Statutory Audits.
· Regularly Monitor, Quantify and report risks associated with open financial positions, trading activities and all deals under consideration for Market risk, Credit risk, Liquidity risk, Security of Supply risk, Operations risk, Legal risk.
· Originate daily executive management reports and compiles trading system reports and thereafter, collaborates and reconciles that report with an independently generated statutory report to ensure accuracy of such reportage. Create STP wide reports that can be used for reporting of 'Flash' results to management.
· Reviewed incoming contracts, generate outgoing contracts and monitor the integrity, accuracy and exposure of all trading contracts to ensure that all contracts comply with the policies and procedures set forth by the company, all the way through settlement of contracts.
·  Independently scanned and scheduled physical cargoes in the trading system in accordance with advice received from ESTC & ES front office trade operations and evaluates whether the long/short positions are accurate; and all secondary costs have been accounted for or estimated accurately and potential claims have been recognized and accrued.
· Preparing balance sheets , Uphold general ledger and issue account summaries
· • Maintained financial records
• Reconciled accounts
• Prepared trial balance of books
HR Executive  & Executive Secretary, purchaser

 (Feb 07 to Dec 13)
Dynatrade  Automotive L.L.C, Sharjah.
· Handling all  HR commercial activities related to the sales & service business, including invoice generation & submission, payment follow-up, collection, accounting reconciliation etc.
·  Administering payroll , attendance and maintaining employee records; using oracle ERP system. Preparing MIS REPORTS, quick books. 
· Arranging medical test, emirates ID, passports, labour cards, health cards for employees & Handling   related HR duties. 

· Handling all related legal documents visa issues & cancellation. 

· Handling all legal formalities employees joining & existing.

· Interfacing with senior officials and top management.
· Prepare, review and evaluate revenue reports, statements in timely manner and sending to head of the department. 
· Maintain, manage and update all accidents related insurance data bases and settlement with them. 
· Providing professional administrative support to run the department smoothly.

· 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. & Deliver excellent customer service at all times. 
· Maintaining the office environment and assuring the smooth work process.

· Managing diary and scheduling the appointments for Executive Director whenever required. Assisting with travel arrangements and hotel bookings.

· Attending business meetings & discussions along with executive director, prepare minutes of meeting with follow up. Arranging the office bills payment. 
· Preparing and editing official correspondence, reports and presentations for the projects.  Maintaining office files and documentation ensuring the absolute confidentiality of data.
Credit Card Processor 



      
    
   (Aug 2005 –Mar 2006)
ICICI Bank Hyderabad, Andhra Pradesh 
· Created and processed new accounts for credit card. 

· Ensured to fulfill all requests made for credit card. 

· Reviewed important reports prepared on every day, weekly and monthly basis. 

· Provided maintenance of files for credit card accounts. 

· Processed all monetary transactions keeping up with set guidelines. 

· Performed as liaison officer amid USC CU and external and inside credit card processor. 

· Evaluated and suggested loan applications as well as approved applications as per set guidelines. 

· Ensured to appraise vehicles appropriately before financing. 
Academic Profile
· Diploma in Electronics & Communications Engg. 2002-2005

 (D.EC.E) from Jawharlal Nehru Technology & university .

· Electronic Mechanic Trade in Industrial Training Institute2000-2002

 Jawharlal Nehru Technology & university .
· SSC (10th Class) 1999-2000

Board of Secondary Education Andhra Pradesh.
Computer Skills 

· Oracle ERP System, SAP ERP, SAP HCM / HRM, 
· Computer Packages   : Ms-Office (Word, Excel, PowerPoint, Access   ) AS400. 
· Lotus Notes, Tally .quick books
· Platforms : Ms-Dos, Windows 98/XP/ME
· Internet and Internet Outlook.
Personal Profile
Marital status


: 
Married

Nationality


: 
Indian

Visa Status 


: 
Residence (Husband Sponsor) valid up to 2017      

Languages known                  
: 
English, Hindi and Telugu, Arabic 
Driving license                        
: 
Valid U.A.E Driving license

Reference


: 
Available on Request
Declaration
“I would like to assert to the full of my satisfaction that, I would put in my best efforts in the organization I work, for the best possible results”.
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