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Shiny
Email: shiny.344538@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
Dubai, United Arab Emirates


CAREER OBJECTIVE:
Seeking a position as Administration Executive with a reputed organization where 
past experience shall have valuable application.
PROFILE:
· 1 year of experience as Office Administrator in UAE.
· 2 years of experience as Project Advisor & Lecturer in India
· Qualified with a Bachelor of Technology (B.Tech. – Information Technology)
· Proficient in MS Office.
· Excellent spoken & written communication skills.

· Adherence to deadlines without sacrificing quality of output.

· Ability to put in extra efforts when called for.

· Prioritization of work and perfect time management.

· A hard worker who can work under extreme pressure & meet deadline without sacrificing quality. 

· Energetic and a quick learner who can work under minimum supervision.

CAREER HISTORY

Company       
:    Watts and Pascal Electromechanical Works LLC, Dubai
Duration        
:    January 2017-January 2018.
Designation

:    Office Administrator & Documents Controller
JOB PROFILE (Administration / Customer Service)
· Provide administrative support to the office.
· Managing the filing, storage & security of documents.

· Maintain up to date data in Spreadsheet.

· Keep staff attendance records & time sheet up to date.

· Process staff payroll & update employee records.

· Prepare offer letters for new recruitees.

· Receive and process incoming & outgoing mails.

· Review and answer correspondence on behalf of the company.

· Screen telephone and personal callers & make and record appointments.

· File correspondence and other records.
· Supply correct information to customers. 

· Interact with customers / clients to provide information in response to inquiries about the services and to handle and resolve complaints.

· Communicate with customer through a Varity of means-by telephone; by email or regular mail correspondence; or in person. 
· Involved in collecting payments from customers.

· Prepare reports of business transactions & keep the account information updated.

· Keeping a record of all outgoing courier, Invoices.

· Coordinate in purchasing office supplies.

· Prepare invoices and send invoices and reconcile the payables.
Company       
:    I-Tech Solution, Tamil Nadu, India
Duration        
               :     October 2015 – November 2016
Designation

:    Project Advisor
Job Profile:

· Suggest appropriate topics for projects to students

· Advise them on the resources for pursuing and completing projects.

· Guide the students throughout the projects.

Company       
:    Vins Christian College of Engineering, Tamil Nadu, India
Duration        
:      August 2014 – June 2015
Designation

:    Lecturer
Job Profile:

· Taught information technology to students of 1st year engineering

EDUCATIONAL QUALIFICATION

· Bachelor of Technology (B.Tech.) in Information Technology, Anna University, India
TECHNICAL SKILLS
· Well experienced in MS Office applications.
ACHIEVEMENTS
· Published an article in an International Journal.
· Participated in 3 International Conferences.

· Participated in 2 National Conferences.
PERSONAL DETAILS

· Date of Birth


:
19.10.1990
· Nationality


:
Indian

· Marital Status


: 
Married

· Visa status


: 
Husband’s Sponsorship
· Languages known

:       
English, Malayalam & Tamil
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