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CURRICULUM VITAE

LAVEENA 

Email :  LAVEENA.344909@2freemail.com 
CAREER OBJECTIVE

To obtain a position in a progressive company where I can utilize my talent and skills to increase sales and contribute to the overall success of the organization.

STRENGTHS


Ambitious with positive thinking towards work to achieve set goals


Capable of working beyond normal schedule to achieve the “extra mile”


Loyal & taking responsibility to carry out work cheerfully & efficiently

Position Sought



: Secretary/Receptionist/Montessory Teacher
EDUCATIONAL QUALIFICATION

Master of Arts



: M.A from Mangalore University







  From year 2010 - 2011








  Karnataka, INDIA.

Bachelor of Arts



: B.A. from Mangalore University.







  From Year 1998 – 2001







  Karnataka, INDIA.

PROFESSIONAL QUALIFICATION

1. Diploma in Computer Operating

                                                   System
:  Mice Computer Institute,







   Karnataka, INDIA.

2. English Typewriting & 
Shorthand
: Trinity Institute, Karnataka, INDIA.

3. Diploma in Modern Office 

      Management (Secretary Course)
: Trinity Institute, Karnataka, INDIA.
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Subject Related to Secretary Course


Telephone Operating

Receptionist

Secretary Practice & Letter Drafting

Social Studies

Accountancy

Office Management

Banking

Shorthand & Typing

4.  Montessory teachers training course
: Little Angels Montesory






  Teacher’s Training Institute.







  Karnataka, INDIA.
PROFESSIONAL EXPERIENCE 

ATRIUM HOMES REAL ESTATE
Dubai, U.A.E.

( 9TH OCTOBER 2016   ----- 10TH JANUARY 2017)

Designation
     :  Secretary/Receptionist 

Job Responsibilities   
· Front office management
· Responsible for attending meeting with  General Manager and   client
· Maintains  administration  records and attending incoming calls 
· water marking the properties  and  publishing the adds on social network

· Responsible for calling clients and giving suggestions and advice about the property and 

making them agree to buy the property on deal.

· Maintains day to day expenses and requirement of the office
· preparing tenancy contract and  maintaining the record for the same,
· Payment  follow ups from the client 
E-CONNECT RECRUTMENT 

Dubai, U.A.E.

(January 2016 – April 2016)

Designation
     :  Sales coordinator
Job Responsibilities   
· Good knowledge of interviewing techniques and phone screening
· Ability to draft effective job advertisements

· Excellent communication and presentation skills

· Good marketing and interpersonal skills 
· Proficient in numeric with good team working skills
· Good knowledge of computer applications like MS Word, Desktop Publishing, Excel,
PowerPoint and the Internet
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· Goal oriented and ability to cope under pressure
· Calling different HR departments and collecting the information about job availabity
· Screening the cv and arranging the interview of the candidate
AIKAH ESTABLISHMENT

Dubai, U.A.E.

(March 2003 – 2009 ,  April 2012-- December 2015)

Designation
     :  Secretary
Job Responsibilities   
· Responsible for providing administrative support to the administrative manager and  
· managing  other tasks as assigned by the manager

· Responsible for attending meeting with the manager and assisting in creating new  policies and  plans to the company’s objectives

· Responsible to preserve relationship with clients to understand their requirements

· Responsible in handling and motivating  employees in achieving their goals and  objectives

· Responsible for administration and clerical activities of administrative departments such  
As  answering phone calls, preparing reports and compiling files

·  Responsible for gathering, analyzing and summarizing information to manager as Required.    

· Knowledge of Data Entry Job (Switchgear and Firefighting), Monitoring   smooth flow 
· business  transactions – from receipt of purchase order, preparation of  sales   invoices, 
· delivery orders,   material received reports(M.R.R) & I.L.T’s.
LITTLE ANGELS TEACHER’S TRAINING INSTITUTE

Karnataka, INDIA.

(April 2011-- March 2012)

Designation

|: Training Teacher

Job  Responsibilities 
· Teaching
· Plan a program that helps each student achive learning objectives
· Prepare lesson materials and resources

· Utilize games, music , books and other resources to teach basic skills and development

· Create a positive and appropriate classroom environment 
· .Plan , evaluate and assign lessons
· Introduce children to mathematics, language, science and oth general knowledge
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EMASCO INTERNATIONAL

Dubai, U.A.E.

(October 2002 -- December 2002)

Designation
     :  Secretary

Job Responsibilities  


All Office Communication and Self Correspondence.


Arranging company travel booking and hotel reservation for business partners and clients.


Attending Phone Calls, Maintains Files and keeping record of the office activities and all assigned duties by the management by time to time.

COOL HOME ENTERPRISES,

Mumbai, INDIA.

(October 2001 – January 2002)

Designation
     :  Secretary

Job Responsibilities   


Filing all Office Documents and Maintaining 


Attending Phone Calls, Self correspondence and All other Secretarial Duties.


Handling company Petty Cash.


Preparation of various sales and customer service reports.

COMPUTER KNOWLEDGE   :  Proficient in MS Office - MS Word, Excel

                                                         Internet Explorer and E- Mail.  

LANGUAGE KNOWN
         : 
English, Hindi, Kannada & Konkani

PERSONAL DETAILS

Nationality



: Indian

Gender & Marital Status:

: Female, Married

Date of Birth & Religion

: 27th April 1979. Christian.

Visa Status: 



: Husband sponsor
.






------------------------------------
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