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JAi 
Dubai, U.A.E. Mobile: C/o 0505891826
Jai.319809@2freemail.com 
EXECUTIVE SUMMARY 
Top-performing administrative professional with 7-plus-year of strong experience in the genre of secretarial and general office administration. Proficient in providing support to executives, handling appointments and messages, and writing correspondence. superior command over administrational affairs, organizing travel and hotel bookings Strong background in MS Word, Excel, PowerPoint and Outlook. An expert communicator who is known for multitasking and completion of assigned tasks within deadline
CAREER ASPIRATIONS
To seek a challenging position in a dynamic organization that welcomes initiative and dedication and demands excellence in consistently meeting business objectives and exceeding standards.

PROFESSIONAL SNAPSHOT
· Extensive experience in office management
· Career record of achieving consistent performance based on total work commitment, honest efforts and clear vision in work profile assigned
· Ability to relate well to a diverse range of people in a diverse range of situations, fast learner, open to learning new skills with a “can do” attitude, Internet savvy, excellent computer skills
· Demonstrates excellent troubleshooting skills  

· Adaptable and receptive to new ideas 

· An excellent team player having the ability to relate to all levels of management; willing and able to do multi tasks at one time with a keen eye for detail; enthusiastic and energetic even under pressure

PROFESSIONAL EXPOSURE
	  AL TAYER GROUP LLC 
       Admin Assistant&  Secretary to GM of Events 
	               June 2011 till date

	
	


· Managing Diary of the General Manager Of Events.

· Managed and represented the Events team and effectively handled tasks and correspondence in the team.
· Act as a chain between the team, finance department & the supplier.

· Assist the team in arranging events & CID permits.

· Helping on site during Fashion Shows & Celebrity appearances.
· Helping the team with all the smartplan related queries.
· Decreased expenses through streamlining procedures and implemented cost-effectiveness measures within the department

· Raised LPO’s and advance payments through JDE & Smartplan
· Provided office support, including arranging appointments, meetings, travel and conference registrations

· Coordinated with airlines, travel agencies, online bookings, hotel reservations, limo services, airport transfers locally as well as internationally 
	Acoulite Trading LLC
                  Accountant & Office Administrator
	         March 2007-April 2008

	
	


· Handling Accounts of the company & following with debtors & creditors.

· Provided office support, including arranging appointments, meetings, travel and conference registrations.
· Taking initial queries from the customers, forwarding the queries to the concerned department & making sure the queries are answered in time.
· Booking Hotels for seminars, other events & also doing the airline ticketing. 
· Fixing General Managers appointments & keeping him updated for the same.

· Prepared salary, employee letters, no objection certificates.
· Devised and maintain extensive filing system & Petty Cash for the team.
	WNS (World Network Services) – Pune India
               CSA / Administrator
	Sept 2005-Sept 2006

	
	


· Handling Inbound calls for an UK based Insurance Company & Registering Accident Claims. Also had been awarded several times for taking the maximum number of calls & helping the team achieve the SLA related to call drops.

· Handling claims at the initial stage & instructing suppliers accordingly

· Budding up with the new joiners & help them get comfortable with handling calls.
· Helping the team leader to prepare reports & muster.
· Handling the general day to day office administration for the smooth running of the team.
	Sequoia Consulting – Pune India        
                  Resource Executive
	April 2005 - Sept 2005

	
	


· Handling the complete process from getting the client requirement to allocating them & getting the interviews done.
· Training the team to achieve targets, Also assigning the targets to them.
· Handled routine office administration work.
	HEED Consulting – Pune India                                                     Consultant
	June 2004 - Dec 2004

	
	


· Collecting the requirement details from the subordinator & working on the same to ensure that the designated task is completed.

· Coordinating with the company HR to take candidate feedback.
· Handled routine office administration work

	Tata Indicom- Pune India                                                            Team Leader 
	April 2002 - Dec 2003

	
	


· Handling Inbound calls for local directory inquiry & taking escalation.

· Training new joinees for being able to take the calls.
· Making Rosters & Reports and giving the feedback of the Reports to the Senior Supervisor.

EDUCATIONAL CREDENTIALS
Bachelor of Commerce - UNIVERSITY OF PUNE, INDIA (2004) 

Special Subjects: Marketing, Advanced Accounting, Mercantile & Industrial Law.
PERSONAL DETAILS 
· Date of Birth


:- 17th Aug 1983
· Visa Status 


:- Residence Visa (Company Sponsorship)

· Languages Known

:- English, Hindi & Marathi & Sindhi
· Driving License

:- UAE Driving License
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