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Deepa Satish Pillai 


    


Seeking a responsible and challenging career with a reputed organization thereby fully utilizing my abilities in an environment where I would learn and improve myself and thus, be an asset to the Organization.

   AIM

I am a motivated person willing to give my best gained knowledge at each level of position represented from Customer Service to Administration.
   WORK EXPERIENCE

Dubai, U.A.E. 
An ISO 9001:2008 certified organization in the field of Maintenance, Installation, Testing and Commissioning of Fire Protection and Fire Detection Systems.
Admin Executive :




     
           


Jan’12- Jan’17
· Maintained calendar of events and schedule meetings
· Handling queries from Clients & assisting in departmental requests
· Handling Enquiries from Client via phone, Email and Fax

· Prepare & arrange Pre-Qualification requirements
· Updating Company Profile on a regular basis
· Prepare and submit Internal Agreements to Clients and Subcontract Agreements to Suppliers
· Compile AMC proposals, Project & sending One Time Quotations to prospective clients
· Actively managed Tender documents and e-auctions
· Sending Enquiries and Co-ordinating with Suppliers for getting their proposals
· Reviewing contractual terms and assist Management on the approval process
· Examine AMC Clients contractual terms and coordinate renewals with Sales Department
· Compile all necessary forms and documents for AMC Insurance Application, Project Insurance Application, Civil Defense Attestation, JAFZA and various other government authorities
· Supervise all Job Approvals received from clients in Job Register after Job Number allocation from Accounts and disseminate the approval to all concerned departments for execution

· Update all Jobs & Service Completion Reports in Job Register or AMC Tracking Sheet and forward copy of the reports to Accounts for Billing
· Prepare and submit Installation, Testing & Commissioning, Pressure Test Certificates and Warranty Certificates to clients

· Receive and file incoming letters and documents & Maintain Confidential records and files
· Prepare and submit Letters, Memo's, Warning Letters, Certificates and all other office related Documents.

· Monitor company documents issuance and coordinate on renewal

· Update Employee Register and implement strict HR document control
· Point of Contact between Employees and Management

· Issuing Job Offer Letters to new Employees
· Arrangement of Employee Entry and Exit Formalities

· Maintaining Employee Files (Soft copies and Hard Copies)
· Consolidate documents for new employment visa’s, Visa renewal and Visa Cancellation 
· Processing Employee Visa’s through EDNRD 
· Knowledgeable about E-Netawasl
· Arranging Air Tickets for Employees

· Intimating Medical Insurance Claims to Insurance Company

· Intimate a claim when employee met with any accident at site

· Prepare documents to be given for claim
High – Tech Advanced Computer Education, Vadodara, Gujarat, India
Regional office of “Centre for Development of Advanced Computing (CDAC)” in South Gujarat Region. Primarily offers various Software and Hardware career oriented courses and focus on the pursuit of excellence in Computer Education, Training and Research.
Office Administrator:



                 Apr’10 – Nov’11 & Jun’07 – Aug’09
· Prepare and maintain regional student data for management reporting
· Submit monthly student admission reports to Head Office
· Prepare and Submit students mark sheet to Head Office
· Record and maintain Books issued report of Authorized Training Centre’s
· Prepare and monitor renewal of Contracts of Authorized Training Centre’s
· Answering, screening and routing telephone calls, taking messages, finding immediate solutions in absence of concerned individuals
· Drafting business letters and oversee other office administration duties
· Maintained calendar of events and arranges schedules and meetings
Specialist Services, Dubai, UAE 






Expert in Design, supply and installation of Offshore & Onshore Living Quarters, Service Containers, Control and Wellhead Buildings, Equipment Shelters including Fire/Blast Doors etc. approved by Lloyd’s Register Quality Assurance System Standards: ISO 9001:2008
Secretary 

           





                      Nov’09 to Mar’10
· Clerical work and office administration duties
· Monitoring emails and forwarding the same to concerned departments
· Check the faxes and distribute those to the concerned persons
· Filing all the letters and correspondence and invoices
· Answering, screening and routing telephone calls, taking messages, finding immediate solutions in absence of concerned individuals
· Handling enquiries from Clients and maintaining Enquiry Register
· Forwarding enquiries from Clients to Estimation Department
· Monitoring and Updating all the Jobs approved received from Estimation Department in Job register and submission of copy of Jobs registered to Accounts Department
 Computer Knowledge:

· Microsoft Office, Tally, Internet and Email
   Qualification:

· 
Bachelor of Commerce from Maharaja Sayajirao University, Vadodara in 2007
   Personal:

Gender & DOB (Age):

Female, 16/11/1985 (31 Years)
Marital Status:


Married

Languages Known: 


English, Hindi, Gujarati & Malayalam

Visa Status:



Employment Visa
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