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SNEHA 
E-mail:    SNEHA.348211@2freemail.com 

	CAREER OBJECTIVE


To pursue an Administrator within a reputed firm with the approach to take up responsibilities to accomplish organizational goals where in my skills and potentials are being utilized to the maximum; alongside focusing on the scope of enhancing my personal skills & gaining maximum knowledge during my tenure to contribute to the growth of the firm.
	SUMMARY OF QUALIFICATION


· More than 3 years of experience in HR & Administration services in U.A.E
· Effective management, Technical and Supervisory skills.

· Use clear and concise communication skills in conjunction with organizational skills to perform daily duties.
· Knowledge of computer operations.

· Positive Attitude.
· Resourceful, energetic, competent, multi-task and results-oriented..
	WORK EXPERIENCE


 ADMINISTRATOR
Administrator at AL MAHA ADVERTISING LLC, from May 2012 to Dec 2015.
DUTIES & RESPONSIBILITIES
· Supporting General Manager for achieving organizational goals.
·  Assisting Public Relations Officer for VISA arrangements.
· Coordinating meetings, events.

· Communicating with accounts department, checking payment tracking and vender satisfaction.
· Ensure operational efficiency by giving attention to operational department. 

· Ensure all office systems are managed and maintained including staff recruitment file, petty cash, client file etc.
· Travel arrangements for employees.
· Make sure that the work space, computer and other equipment, mailbox, and appropriate installed software are ready for the new employee's start day.

· Conducts new-employee orientation.

· Prepares paperwork required for new hires and establishes personnel file.

· Maintains the HRIS database and generates scheduled or requested reports to assist management.

· Keeps employee records up-to-date by processing employee status changes in a timely manner.

· Maintains personnel files in compliance with applicable legal requirements.

· Assists with the implementation and tracking of company safety and health programs.

· Managing sensitive and confidential matters like personnel relations, employee relations, and organizational changes, planning and protecting the security of information, data and files.

· Responding to and putting through various queries from managers and employees, and from other agencies or departments.

· Maintaining and updating the records of Fleet of Vehicles.
· Handling issues and inquires in unavailability of Manager.

· Preparing paperwork needed to create new employee profile and to place new employee on payroll.
	skills and specifications


· Effective problem-solving skills.
· Organizing and supervising skills.

· Capable of managing multiple tasks.
· Able to present information in forms, tables, and spreadsheets.

· Effectual communicator verbally as well as through writing skills.

· Ability to operate under immense pressure.

· Able to work in team environment and independently

· Proficient with computer literate such as Microsoft Word, Microsoft Excel, Power point, Outlook and Internet. 

· Ability for careful attention to details
	Educational Qualification


1. Bachelor of Technology (B.Tech) in Electronics and Communication from                          Vidya Academy of Science and technology with 81% of Marks

2. Plus Two from St. Joseph’s H.S.S under the Board of Higher Secondary Examination, with 91% in 2006.
3. SSLC from St: Joseph’s G.H.S.S, Alappuzha under State Public Board of Examination in March 2004 with 90%.
	PROJECT


· OCR BASED MONITORING SYSTEM 

Project is concerned with optical character recognition, in which character is optically read. This is used to read the license plates on vehicles. Detecting vehicles in black list, traffic optimizations etc are the application of the system.

	certifications


NIIT certification in MS office and Advanced Excel.
	PERSONAL DETAILS


Date of Birth
:
29-07-1988
Nationality
:
Indian

Marital Status
:
Married
Possess UAE driving license              :         yes
Languages known                               :         English, Hindi, & Malayalam.
References: 
Will be furnished on demand 

Place: Sharjah
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