Sathish
Sathish.347366@2freemail.com 

OBJECTIVE:

Seeking the position of Logistic Assistant / Secretary / Admn Assistant / Personal Assistant  in an established  organisation.
PROFILE:

 Highly organized and wholehearted.

 Expert knowledge & abilities in writing skills.

 Confident and concise communicator.

WORK EXPERIENCE:

· Presently working with M/s. Geebee Garments FZE, in  Sharjah,U.A.E. as a Secretary since February’2009.  Visa  is going to be expired on 21st March 2017
· Worked with M/s. Premier Engineering & Trading  WLL as an Office Secretary in Doha - Qatar from 2006 to 2008.  
· Worked with M/s. RSWM Ltd., a unit of LNJ Bhilwara Group(Mayur Suitings) as an Officer Administration, From 2004 to 2006 in Rajasthan, India.

· Worked with M/s. ECC Card Clothing (Asia) Pvt. Ltd., a UK based Textile Machinery Manufacturing Company having their Regional Office at Rajendra Place, Delhi, India as a Secretary from 2001 to 2004.
· Worked with M/s. Rajasthan Texchem Ltd., (Shree Rajasthan Group) Dungarpur, Rajasthan, India as a Personal Assistant to the Executive Director (Owner of the Industry) from 1997 to 2001. 
· Worked with M/s. G.S.L. (India) Ltd., Gujarat, India as a Personal Assistant to the Vice President (Mktg.,) from 1995 to 1997. 
· Worked with M/s. Shree Venkatesh Steels Ltd., in Mumbai, India (a unit of Goenka Group) from 1989 to 1995 as a Stenographer. 

· Worked with M/s. Apollo Tyres Ltd., (Ranauq Group) as a Clerk on temporary basis for six months, from November 1987 to March 1988. 
Nature of work handled:
· Presently engaged in logistics dept. Import Section,

· Co-ordinating with the forwarders, Follow ups, clearing related work and customs updation, 

· Prepare / manage correspondence, reports, memos, emails and other office related documents.

· Maintaining confidential correspondence and filing

· Assisting stores department whenever needed,

· Sorting incoming mails & emails, 

· Making L/Cs and other bank documents, correspondences, contracts, invoices, indents, monthly turn over statement &  minutes of meeting,
· Sending export documents to the buyer, 

· Keeping the outstanding payment details of the buyers and following up for payments,  

· Keeping records for contracts and indents, 

· Take type and distribute minutes of the meetings.

· Coordinate with various department for particular task 

· Follow up with various clients for various issues, Floating enquiries, 

· Handling petty cash, 

· Attending phone calls, Scheduling appointments, 

· Collecting day to day Reports / Registers from all departments for the Executive Director, 

· Employee data base file updating.
· Keeping all confidential reports of the E.D. pertaining to the employees and company,
· Maintaining necessary filings,
· Control and maintain all company asset  and housekeeping services 

· Greet and manage daily walk in customers 

EDUCATION:

Studied up to B.Com (Co-operation) 3 years Course completed from Calicut University, Kerala, India.
Pre-Degree Course (PDC) from Calicut University, Kerala,, India.

ADDITIONAL:

Passed Kerala Government Technical Examination (Typewriting). Typing Speed 70 - 80 words per minute.
Knowledge of Shorthand - 80 words per minute
COMPUTER SKILLS:

MS Word, Excel, PowerPoint, Outlook & Internet. 
INTERESTS:

Reading, Singing, Good Swimmer, Cricket, Volley Ball, Ball Badminton, Shuttle Cock, Caroms, Chess & love to travel.
.
