CURRICULUM VITAE

SINDHU

SINDHU.320754@2freemail.com  
OBJECTIVE

Proactive, self-motivated and dynamic individual seeking to work with professionally organized management where excellent clerical and analytical skills will be fully utilized to improve the organization’s efficiency.
CAREER SUMMARY:
· 19 years of Experience in the field of Secretarial, Admin and Customer Service
· Exceptional integrity and dependability – have handled extremely confidential information with utmost discretion.
· Able to establish rapport with a variety of clientele and maintain a calm, professional
· Problem solving manner
· Highly motivated, reliable, confident, and committed to professional standards. 
	KEY SKILLS 


	● Calendar Maintenance
	● Scheduling appointments
	● Customer Service

	● Answering inquiries
· Meetings coordination
	● Memos typing
· Travel Arrangements
	● Petty cash disbursement
· Files Maintenance

	
	
	

	PERSONAL ATTRIBUTES



	● Accuracy
	● Reliability
	● Confidentiality 

	● Planning and Time Management Initiative


	● Stress Tolerance
	● Willingness to work in a flexible schedule and high workload

	
	
	




PROFESSIONAL EXPERIENCE
	FTC LLC, Abu Dhabi
	Since May 2016 


Secretary
· Answered phones; screened and directed calls

· Greeted visitors and directed them accordingly

· Handling for outgoing and incoming mail, fax and visitors

· Handled customer interactions
· Answered calls professionally providing complete information about products, take/order cancels or obtain details about complaints
· Followed up ensuring relevant actions were taken on clients complaints
· Providing Secretarial, Administrative & clerical services to Chief Operating Officer, Group General Manager and Deputy General Manager
· Coordinate & Communicate with inter-office and intra office co-ordination on behalf of COO to ensure proper communications in order to maintain a smooth flow for simultaneous ongoing multiple assignments. 

· Maintain and manage stationary and office inventory

· Processed correspondence and emails

· Monitored office supply levels

· Set up and handled office filing systems.

· Established the administrative work procedures for tracking staff’s daily tasks.

· Coordinated with suppliers to ensure on-time delivery and receipt of invoices and delivery notes from them.

· Attached invoices and delivery notes to local purchase ordered as well as checked the details of materials delivered.

· Handling travel bookings for employees

· Assist in joining formalities of new employees.


	Fire & Safety Company, Abu Dhabi
	July 2014 – August 2015


Secretary
· Answered phones; screened and directed calls

· Greeted visitors and directed them accordingly

· Handling for outgoing and incoming mail, fax and visitors
· Handled customer interactions
· Answered calls professionally providing complete information about products, take/order cancels or obtain details about complaints
· Followed up ensuring relevant actions were taken on clients complaints
· Managed to keep records of customer interactions, transactions, complaints, comments as well as actions taken, process orders, forms and applications  
· Assisted the sales team for incoming requests for new services
· Provided feedback of the customers to the management for improving the services 
· Resolved issues from guests reviews and took appropriate actions accordingly 
· Take minutes of meetings and distribute to participants

· Maintain and manage stationary and office inventory

· Processed correspondence and emails

· Filed, made copies and performed data entry tasks

· Monitored office supply levels
· Set up and handled office filing systems.
· Assist in interviewing and hiring personnel
· Established the administrative work procedures for tracking staff’s daily tasks.
· Coordinated with suppliers to ensure on-time delivery and receipt of invoices and delivery notes from them.
· Attached invoices and delivery notes to local purchase ordered as well as checked the details of materials delivered.
· Sourced, selected and negotiated for the best purchase package in terms of quality, price, terms, deliveries and services with the supplier.
· Devised quotations, sent inquiry, received incoming and outgoing calls as well as fax and emails from the suppliers.
· Prepares Inquiries, Quotations and LPO for Office Materials.
· Assist in joining formalities of new employees.

	Noida Toll Bridge Company Limited, Noida, India
	November 1998– June 2014


Assistant Manger 
· Coordinate and schedule appointments and meetings

· Arrange and update HR reports

· Maintain leave records for all departments

· Take minutes of meetings and distribute to participants

· Maintain and manage stationary and office inventory

· Arrange special events, meetings and conferences

· Handle all elements of staff travel requirements

· Manage interline travel for all employees
· Provide professional support to directors
· Create and maintain liaison with external agencies and suppliers/vendors
· Oversee custodial staff in order to ensure proper cleanliness and sanitization of the premises
· Upkeeping and updating of official documents and files
· Preparation of Registers
· Handling admin activities like Client Visit, Office Services co-ordination, Arranging of cabs for Client people/visitors,
· Working on bills.
· Maintaining Data of HR & ADMIN Department.
· Managing and coordinate with vendors.
· Coordinate & provide administrative tasks for various events. 
· Coordinating, scheduling and conducting of training sessions.
· Prepared and organized paperwork and other materials as needed for meetings, conferences and travel arrangements.
· Composed, typed, and distributed meeting agendas and minutes, routine correspondences and reports.
· Collected and coordinated the flow of internal and external information.
· Providing Secretarial, Administrative & clerical services to Senior VP 

· Coordinate & Communicate with inter-office and intra office co-ordination on behalf of Senior VP to ensure proper communications in order to maintain a smooth flow for simultaneous ongoing multiple assignments. 

· Making schedules and arranging meetings/Conferences for Senior VP. 

· Assisting in Board meetings and other committee related back office work like preparing Minutes of The Meeting and ensuring the schedules/target is achieved. 

· Coordinate with HO/Finance on bill payment/reimbursing expenses. 

· Maintaining leave records. 

· Responsible for correspondence, filing and written work. 

· Independently Handling daily correspondence & maintaining proper records for retrieval. 

· Working hand in hand with all the departments. 

	General Travel Company, New Delhi, India
	August 1997– October 1998


Secretary
· Type and distribute letters and correspondence
· Manage files, record systems, office supplies and inventory
· Responsible filling and forwarding correspondence to appropriate recipient
· Organize all the incoming and outgoing files same as updating & checking of e-mails.
 


PROFESSIONAL QUALIFICATION: 

· Completed Diploma in Secretarial Practice (Office Management) under Y.W.C.A., Bangla Sahib Lane, New Delhi in Business Correspondence, Office Procedure and Computer application in- 

· Office Automation Tools – Word, Excel, Power Point, Outlook and Efficient use of Internet and e-mail etc. 
· Pursuing International Diploma in Pre and Primary Teacher Training Course from International Training Academy

ACADEMIC QUALIFICATION: 

· Master Program in Business Administration specialized in Personnel Management and Human Resources Management from IIBM Institute of Business Studies – One Year Certification

· B.Com(Pass) from Mahatma Gandhi University

· Senior Secondary Examination from Central Board of Secondary Education with I Division from DAV Centenary Public School, Ghaziabad (1996) 

Date 
Place : Abu Dhabi 

