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CAREER OBJECTIVE
To pursue an exciting career that best utilizes my professional certifications & skills while meeting the set organizational goals. 
WORK EXPERIENCE
Designation: Administrative Assistant & Scheduling Assistant July 2015 – Nov 2016

 HOME MAID CLEANING SERVICE      Dubai
 One of the Leading Cleaning Company in UAE for the past 10 years, with professionally trained staff.         
 Main Responsibilities:
Receive bookings through different channels like Telephones, mobile app and website. Schedule the maids as per the requested timings and dates by the customer Assigning bookings to particular maids and arranging their Service delivery with the drivers, Calculation the daily wages as per the number of working Hours, Entering the calculated daily wages into the system, Handle telephone calls for modification of bookings. Managing and authorising company petty cash, Generating invoices during the payment follow up period and distributing through various channels as per customer convenience. Banking transactions of the company such as deposit and withdrawal. And Immigration paper work of the company.
  Assistant  Accountant | Jan 2008 – June 2015

M/s Pillai Heights Pvt Ltd, Hyderabad, Telangana (India)
The company is one of the fastest growing manufacturing unit producing cold rolled(CR) steel products in India.
Responsibilities included preparing daily reports of cash income, expenditure, bank deposits/withdrawals, Maintaining account details of clients and vendors, maintaining the billing folder for projects with all appropriate documents with income and expenditure, effectively communicate with seniors and top level management.

Assistant Accountant | Jan 2006 – Dec 2007
R. G. International LLC, Dubai, UAE

Responsibilities includes prepare and verify daily cash reports, prepare daily sales/income and input the data in software, daily bank deposits of income, reconcile bank accounts with the sales and expenditure details, communicate with higher managers and top management for requirement of accounts etc.

Front Office Reception | June 1996 – Dec 2005
Hotel Meena Plaza, Dubai, UAE

To undertake front office duties including meetings, greetings, attending to the needs of customers, to resolve any customer issues or complaints quickly to maintain high quality customer service, to be responsible for accurate and efficient accounts and guest billing processes, to undertake general office duties including correspondence, paper filing and to ensure the smooth sunning of reception area, to administer general pretty cash system and float in accurate manner.

Main Responsibilities_________________________________________________
· A high standard of professionalism in my work

· The ability to remain calm and objective in all situations

· Able to work autonomously and in a team environment

· A good sense of humour and the willingness to be part of a team

Educational Qualifications
· Bachelor of Arts | 1993

· Andhra University, India 
· H.S.S.C. | 1989

· Andhra Pradesh Board, India

· S.S.C | 1986
· Andhra Pradesh Board, India 

Core & Computer Skills
· Excellent Communication Skills

· Hard Working Individual

· Target Driven 
· Ability to Prioritize

· Ability to work independently, handling multiple tasks and assignments simultaneously
· Windows 8 Applications (Word, Excel, PowerPoint)
Personal Details
Date of Birth:
26/07/1972

Nationality:
Indian

Languages Known:
English, Hindi & Telugu

Visa Status:
Visit Visa (Valid up to 7/05/2017)
Driving License: 
Valid up to July 2017                               
Declaration

I hereby declare that the information above is true to the best of my knowledge and I will abide the rules and regulations of your concern if you give a chance
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