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SWAGATIKA 

Dubai, United Arab Emirates 

swagatika.331530@2freemail.com 
CAREER OBJECTIVE
Seeking a position to utilize my skills and abilities in the Organization 

that offers Professional growth while being resourceful, innovative 


and flexible.

CORE COMPETENCIES 
-    Documentary Credit – Understanding of UCP 600

· Export Documentation

· Office Administration 

· Secretary 

· HR Management
· Quality Management 
ACADEMIC 
Master of Business Administration (Human Resources & Marketing)
QUALIFICATION
Ambedkar Institute of Management Studies – Vizag, India
Bachelor of Science (Physics Hons.)


SVR Government Women’s College – Orissa, India
ADDITIONAL
-Certified International supply Chain Professional 
QUALIFICATION
Blue Ocean Academy – Dubai, U.A.E
- Certified Executive Secretary& Office Administration




Zabeel International Institute of Management & Technology – Dubai, U.A.E





- Certified Internal Auditor Training in Quality Management System

PROFESSIONAL

Imperbit Membrane Industries LLC – Dubai, U.A.E
(April 2013 - Till Date)

EXPERIENCE


L/C & Export Documentation cum Executive Secretary to Director




Job Profile:





· Scrutinizing terms and clauses of Local and Export Letter of Credit & Bank Guarantee.

· Preparation of LC documentation of each shipment

· Coordination with bank on Letter of Credit matter

· Prepare Director’s official travel requirement (hotel booking, Air ticket)
· Attending Director’s calls, Scheduling appointments, taking minutes of the meeting, Update Director on daily basis activities of office and follow his instructions.

· Train new employees

Griffin Nagda& Company – Dubai, U.A.E
(January 2011 – February 2013)
Secretary to Managing Director cum Office Administration

Job Profile:
· Screening of telephone calls, emails, faxes and post. 
· Systematic filing of documents and computer based information
· Drafting letters and providing support to office administration
Raj Associates Overseas Recruitment Services – Mumbai, India(2008 – 2010)
HR Assistant cum Secretary to Managing Director
Job Profile:
· Maintaining the daily meeting calendar
· Handling recruitment functions like sourcing candidates from different job portals, screening the profile as per specification of client requirement, evaluating and ascertaining the technical skills of the candidates
· Preparing & arranging the time schedule for client interview

· Maintaining employees personnel records and follows up personnel policy.

· Coordination with client for new requirements. 

STRENGTHS


Good analytical & organizational skills





Excellent communication and interpersonal skills

COMPUTER &

Microsoft Office – Word, Excel, Outlook, PowerPoint
IT SKILLS


ERP





Typewriting 25 wpm

PERSONAL DETAILS

Date of Birth 
- 28th December, 1983




Nationality

- Indian




Marital Status
- Single




Interest 

- Reading, Badminton, Music
Visa Status

- Employment Visa





Languages

- English (Fluent)

  Hindi (Fluent)

Arabic (Beginner)
REFERENCES 

Available on request
