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Deepa 


E-mail
:  
 Deepa.345899@2freemail.com 
__________________________________________________________________________________

Career Objective: 

Strongly desire and to pursue a challenging career tasks in organization of repute in the industry that could explore my skills and facilitate in the growth of the organization along with the self growth in the organization hierarchy.
Experience:

Marshal & Assoicates (Dubai) 

(Admin. Executive)
Period: Jan. 2007 – Jan. 2017
· Prepares reports, memorandums and proposals.
· Maintain diary, arrange meetings and appointments and provide reminders to the

manager. 

· Prepare confidential and sensitive documents.
· Maintains customer confidence and protects operations by keeping information confidential.

· Manage General Manager’s travel and schedules.
· Preparing Invoices, monitoring receivable and follow up for collection and client 

communications.
· Maintaining and organizing office files while updating contact and mailing lists.
· Developed business relationships with repeat and new clients alike, in effort improve 

customer satisfaction and increase revenue.
· Communicated answers for customers, employees, and other individuals with regards to 

complaints or problems in a courteous and efficient manner on the phone or by written 

correspondence.
· Established and maintained confidential files on all new hire personnel.
· Assist in interviewing and training of junior staff. 

· Arrange for advertising or posting of job vacancies.    
· Select applicants meeting specified job requirements and refer them to hiring 


personnel.
· Provides payroll information by collecting time and attendance records.
· Prepare periodic staff movement sheets and maintain accurate staff records.
· Maintain inventory of office supplies and equipment and expedite procurement of office 

supplies. 

· Develop and carry out an efficient documentation and filing system. 
· Update GM on the status of important corporate clients. 

· Schedules appointments and meetings for executives and upper level staff.
· Coordinate in the work of all Dept.  as and when it is necessary.
· Executes any other task assigned by the General Managers.
· Contributes to team effort by accomplishing related results as needed.

DAW Automobiles Assembly LLC(Dubai)
(Admin Assistant)

Period: Nov. 2005- Nov. 2006

· Answer calls from customers regarding their inquiries.
· Record keeping and assist in resolving any administrative problems.
· Preparing Invoices and confidential document.
· Prepare administrative reports for Senior managers.
· Monitoring stationary levels and ordering office supplies.

· Participate in weekly team meetings & other key meetings to gain exposure to the business.
________________________________________________________________________________
Academic Profile:
Educational Summary:

MBA from Mumbai, India (Duel specialization in Finance & Marketing)

Bachelor Of Commerce From Mumbai University, India (Specialization in Financial Accountancy & Taxation)    

Additional qualification:     

Well versed in the Basics of Computer.
____________________________________________________________________________
Professional Strength:   
· Possess 10+ years of professional experience 
· Possess excellent organization and management skills 
· Goal oriented and ability to handle multiple tasks 
· Possess extensive administrative and customer service skills 
Personal Profile:
Gender: 
Female
Marital Status:
Married
Nationality: 
Indian
Visa Status:           
Husband Sponsorship
Language Known:
English, Hindi & Malayalam
