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Shwetha Vasudev Bolar – CV No. 1995390
Career Objective

To seek a suitable challenging position in a dynamic organization that welcomes initiative and dedication and demands excellence in consistently meeting business objectives and exceeding standards.
Personal Attributes:

· Confident, diligent, meticulous and self-motivated individual.

· Sincere, dedicated with strict sense of work ethics and a remarkable sense of purpose.

· Highly focused, disciplined keen learner, having a cheerful “can do” attitude.

· Excellent organizing capabilities, telephone manners and office etiquette.

· Comfortable in a fast paced performance oriented environment.

· Ability to work under pressure and meet deadlines.
Academic Credentials:
Bachelors of commerce (Mumbai University) – Completed in 2003.
Computer Skills:
· MS word  MS Excel Internet Emails

· Working knowledge in Tally

Written and verbal Skills.

· Excellent communications skills in written and spoken English
Personal data:
Date of birth             : 11 th June 1982

Nationality               : Indian

Martial status          : Married

Visa status                :  Husband Sponsorship

Languages known: English, Hindi, Marathi, Malayalam, Tulu 

Hobbies                     : Music, Reading and Travelling

Reference                  : Can be furnished immediately upon request

Driving License       : Yes

Work Experience

May 2010 – May 2016

Position Held: Senior Administrative Executive / Sales Coordinator

· Assisting the Group Marketing Manager and the Advertising Manager. Coordinating and dealing with the advertising agencies & direct advertising clients.

· Monitoring the daily sales reports of advertising executives and preparing their reports on monthly basis. Maintaining monthly revenue of advertising executives and preparing statements for the accounts department.

· Keeping a track on the executives annual and sick leave schedules. Keeping a track on the driver’s day today works and assigning them jobs on daily basis and calculating their overtime accordingly.

· Drafting letters and scheduling meetings and maintaining diary management on behalf of the managers.

· Dealing with travel agencies for booking of tickets & hotel reservations for business trips for managerial level. Maintaining the stock of stationery and complimentary gifts. Drafting inter office memo for different departments.

· Sending correspondence to all clients through mails. Maintaining confidential files for each advertising agencies and offering them best deals for near future. Preparing quotations on behalf of the executives.

· Following up with the direct advertising clients & advertising agencies agencies for the artwork & press release to be published in the Al Khaleej (Arabic Newspaper) & The Gulf Today (English newspaper), Kul Al Usra weekly Arabic magazine.

· Dealing with the exhibitors for different exhibition to be conducted such events like Arabian travel market, GETEX, GITEX, WATCH & JEWELLERY show etc & participating as a media sponsor for such exhibition. Dealing with various promotions like DSF, Ramadan Promotions etc & coordinating with the clients to advertise in our various supplements during such promotions.

· Attending the calls & servicing the existing & new advertising clients. Coordinating with the editorial department for any press release of the clients to be published in our publications.

· Coordinating with the events management team regarding any conference to be held.

Jan 2009 –April 2010

Company: Hadaf Al Khaleej  (Collection Department)

Job Profile

· Maintaining records of credit cards & loan customers.

· Calling loan customers and settling their loans. Calling credit card customers and giving them installments to settle their credit card payments.

April 2008 – Dec 2008

Company: Emirates Bank

RCC Department – Credit card

Job Profile 

· Registration of Application. Customer & Employee Verification.

· Updating of decline application and security cheques. 

· Replying and updating of group sales unit.

March 2004 – August 2007

Company: American Life Insurance (ALICO) Dubai

Position Held: Life Insurance Agent

Job Profile
· Issuance of policy documents Declarations, Endorsement & Policy wordings.

· Attending to all prospect customers with policies that would benefit them.

· Servicing pre- existing customers with all queries relating to their policies.

· Achieving monthly targets set for the sales team.

· Coordination and preparation of quotation for group life and group medical policy.

Claims management.

· Collections of premiums from existing customers.

· Meetings/ Interactions conducted with various underwriters.

· Interaction with various corporate clients and handling of customer’s calls & complaints.

· Processing of Insurance for Retail products like Personal accident plan, critical illness plan, family shield etc.

· Processing of Travel insurance policy and booking of premium electronic.

April 2003 – Dec 2003

Company: M/S Hedge & Co. (Chartered Accountant), Mumbai, India

Position: Account Assistant

· Entries for sales & purchases.

· Entry of petty cash.

· Entries done for Expense & Income

· Checking monthly financial records & Tallying Balance sheet for the year-end.

· Drafting Letters & Fixing appointments for managerial levels.

Self – Appraisal Profile

As an overview, I am a result  - oriented self-starter, flexible and effective communicator, problem solver, with ability to focus on solutions and remain calm in crisis situation. Even I am organized, proactive and always challenging current procedures.
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To interview this candidate, please send your company name, vacancy and salary offered details along with this or other CV Reference Numbers that you may have short listed from 

http://www.gulfjobseeker.com/employer/cvdatabasepaid.php 

addressing to HR Consultant on cvcontacts@gulfjobseekers.com
We will contact the candidates to ensure their availability for your vacancy and send you our service HR Consulting Fees quotation for your approval. Whatsapp +971504753686
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