
	Mrs.Nikhat 

Email id :  Nikhat.341276@2freemail.com   



[image: image1.emf]
PROFESSIONAL OBJECTIVE
Seeking a challenging career position where a unique blend of administrative / customer service talents can be effectively utilized by a company offering long-term opportunities for professional growth in recognition of dedication, drive & superior performance.

PERSONAL PROFILE
· Proficiency in Administration & Secretarial activities with excellent organizational skills.
· Strong Communication & Interpersonal skills, written as well as verbal.
· Effective interactions with clients, team members & different types of personalities

· Extremely capable of working independently or within a team to achieve set goals.

· Maintain professionalism, confidentiality & effective use of discretions when it is required

· Self motivated with a high degree of personal Integrity, Intellectual curiosity & Responsibility.
· Detail oriented, Meticulous, customer & goal oriented being quick learner at all levels.
· Corporate co-ordination and Time management skills.
· Balancing & prioritizing Multi-tasks accurately & professionally.
· Hardworking with Energetic, Positive, Innovative mind & attitude.
· Performance & Result oriented within a team environment or independently.
· Take charge attitude, Reliable, Confident & keen eye on accuracy & to adapt to challenging work atmosphere.

EXPERIENCES

AUG 2010 –
CATERPILLAR S.ARL Branch (JEBEL ALI FREEZONE AUTHORITY - DUBAI, U.A.E)                                                           
Till date 
Administrative Assistant Responsibilities  
· Assisting Office Manager with day to day responsibilities.

· Handling independently all administration activities in the office for about 80 staff.
· Schedule and coordinate meetings, appointments, events and other similar activities for employees, which also includes travel and lodging arrangements.
· Maintenance of all originals and confidential proposals, contracts.
· Purchase, receive and store the office supplies ensuring that basic supplies are always available.
· Update and ensure the accuracy of the organization's databases

· Merchandise Management - Controlled inventory supply and purchase.
· Liaison with Government agencies JAFZA, Trakhees and obtaining and renewal of licenses. 

· Employee Tenancy Contract Management 
· Maintain and update notice boards with relevant office information 
· Assist employees for obtaining business visas and other arrangements.
· Handling internal and external couriers of the department.

· Co-coordination with transport department for non-document shipment documentation and clearance.

· Interacting & Coordinating with Clients & maintaining files.

· Co-ordination and liaising with the head office for various requests.

Human Resource Responsibilities  
· Visa arrangements: Employment visas, dependent visas, visit visas.
· Handling certificate legalization liaising with vendor.

· Welcomes new employees to the organization by conducting orientation.

· Provides payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing, and analyzing data.

· Maintains employee confidence and protects operations by keeping human resource information confidential.

· Assist with day to day operations of the HR functions and duties

· Co-ordination with HR related activities & mails for the team as and when required.

· Preparing HR letters.
· Monthly wise prepare pay slips and distribute.

May 2007 –
20 – 20 MANAGEMENT CONSULTANTS




Dubai, UAE

Aug 2009
Administrative Assistant / Co - ordinator
[It’s a consultancy that understands the market and putting leading edge HR, Event consultancy and Marketing & Communications systems to work for various organizations. At 20/20, it talks about customer driven services- through a specialized and focused set of service offerings and a culture that puts customers and their user experiences first.]
Responsibilities as Administration & Secretarial activities.
· Handling independently all administration service for various projects & assignments

· Providing Admin assistance to all other staffs within the dept.

· Providing admin and secretarial assistant to the reporting manager the CEO

· Handling internal and external couriers of the department.

· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which also includes travel and lodging arrangements
· Interacting & Coordinating with Clients & maintainning files.

· Maintenance of all originals and confidential proposals, contracts.
· Preparing & typing covering letters, e-mails and various other reports for the team.

· Organizing all the original documents, monthly reviews & minutes of meeting for each proposals as per business units

· Providing assistance in the preparation of various board and management level presentations prepared by CEO
· Co-ordination with HR related activities & mails for the team as and when required.

[Projects Handled - Customer Service Survey for a reputed Banks in UAE / Call Centre / Branded Cosmetic    Company.ETA Properties – Customer Service Survey. Mexx, Zync, Giordano - Employee Satisfaction Surveys .Emirates Bank Group – Telephone Survey.]
Responsibilities as Co-ordination on various projects/ assignments within the team.
· Coordinating visit schedules with the surveyors on a monthly basis.
· Analyze and document the results of Research done on various banking
· Acquire, manipulate, develop and maintain longitudinal data set, verifying accuracy

· Assisted with applied sampling, survey methodology and data collection.

· Co-ordination & maintaining strict confidentiality on management related activities & reports.

· Planning and assisting in final report compilation
· In-depth ability to analyze statistical data, generating reports, design & administer survey instruments.
Sep 2006 –
FUN TIME TOUR & TRAVELS





Dubai, UAE
Jan 2007            Administrative Assistant 
[Fun Time Tour & Travel specializes in information on complete Family vacations and various packages offered. It includes Dhow Cruises, Desert Safaris, Wonderla Tour, Inbound and Outbound Packages, Hotel bookings, Ticekting, Visa Arrangements, Family Entertainment.] 
Responsibilities included Administration activities and co-ordinations within the team and manager levels.

· Performed as the first point-of-contact handling telephone enquiries and also walk-in clients

· Providing all secretarial functions & handling all office related correspondence 
· Scheduling appointments and meetings for the managers and the team

· Created and maintained a Client -wise Filing system.

· Flight reservations and Hotel bookings

· Dealt with Clients, providing assistance with hotel and restaurant reservations

· Liaison with the Accountant, responsible for bank deposits, tracking invoices and expenses

· Responsible for preparing confidential reports for senior managements

· Also provided input and feedback into development and effectiveness of office procedures as a team member, i.e. absentees tracking system

Jan 2005 –
EXCEL HOUSEHEEPING AND HOSPITALITY SERVICES 
BANGALORE, INDIA
Jan 2006
Executive Assistant 
[Its a  "one-stop-shop " for all kinds of facility services, ranging from general house-keeping and pantry services to office support staff. It caters to a diverse customer base of factories, offices & residences. The company has trained and vetted facility management staff to make the work environment safe and providing with professionalism being the highest priority.]
Responsibilities included Coordination’s and administration activities.

· Scheduled appointments and meetings, corporate entertainment
· Set agenda’s and minute all department meetings.

· Coordinate the induction and training of new employees

· Controlled inventory supply and purchases
· Developed comprehensive database to improve data collection
· Responsible for accounts payable and receivables
· Responsible for preparing confidential reports for senior management
· Also provided input and feedback into development and effectiveness of office procedures
EDUCATION & COMPETENCE

· Bachelor of Science – 2005 from Bangalore University India

· Proficiency in MS-Office [Word/Excel & Power Point] with Internet & Outlook knowledge

· Secretarial Course

· Customer Relations & Management 

· Co-ordination & HR cum Administration Activities

· Telephone Etiquette & Soft Skills

PERSONAL DETAILS

Date of Birth

: 3 April 1984

Sex


: Female

Nationality

: Indian 

Marital Status

: Married
Location                        : Dubai, UAE
Visa Status

: Employment Visa 
Languages

: English, Hindi, Urdu, Kannada.

Interest

: Music, Cooking, Traveling.

REFERNCES

Will be provided up on request

