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CAREER OBJECTIVE:

A challenging career in the field of Administration, Secretary, Hospitality, Customer service, Indoor sales, Merchandiser and Warehouse In charge in a dynamic environment that allows me to utilize my inherent strengths and acquired skills to the fullest and where my desire and drive to succeed will contribute to the organization’s growth and profitability.
EXPERIENCE 1:

· Customer service, Administrator, logistics controller warehouse in charge, Merchandiser and indoor sales (From May 1st 2005 till March 31st 2013) at a Lighting Company, Al Abdouli Electrotech, Dubai U.A.E

EXPERIENCE 2:
· Assistant Manager (From April 1st 2013 till 31st December 2015)  Liwa Plaza Hotel Apartment, Dubai, U.A.E
EDUCATIONAL QUALIFICATIONS:

· (SSLC )Secondary School Leaving Certificate from Madrasatul Mohammadiya Vocational Higher Secondary School  (2004 )
LANGUAGE PROFICIENCY:

· English, Arabic, Hindi & Malayalam.
COMPUTER PROFICIENCY:

Microsoft Office Word and Excel
Career Summary

· A detail oriented and highly skilled in managing the things possesses rich experience of 1 year as Office Assistant.

· Proficient in managing the documents.

· Expert in prioritizing the work.

· Excellence in providing comprehensive secretarial and administrative support to colleagues.

· Proficient in executing the programs using the limited resources.

· Expert in assisting the seniors and manage the routine daily organization life.

PROFESSIONAL EXPERIENCES:
Al Abdouli Electrotech, Dubai, UAE | May 2005 – 2013 December 

Lighting Company Office Assistant, Indoor sales, Merchandiser and Warehouse Incharge

Key Responsibilities Handled
· Responsible for all aspects of the day to day running of the filing, copying, report writing, and invoicing jobs.

· Responsible to handle the telephone enquiries.
· Provide clerical support.

· Assist. the HR

· Clerical works

· Take care of indoor sales.
· Make daily work plan of seniors with proper timing.

· Provide general information to the customers.

· Manage the daily incoming of the customers.

· Manage the documents in proper way.

· Handle all the other responsibilities related to the job.
· Prepare delivery schedule for the material.

· Assist. the HR and PRO
Liwa Plaza Hotel Apartment, Dubai, UAE | April 2013 – 2015 December 

Hotel Apartment Assistant Manager
• Assist hotel manager to ensure high quality guest service provision

• Schedule employees to ensure all stations are manned appropriately

• Interact with guests to gain feedback on service

• Perform drills to ensure constant training

• Supervise hotel staff to ensure the provision of excellent customer services

• Manage conflicts and resolve issues in accordance to the hotel’s protocols

• Oversee daily accounting procedures

• Manage daily sales reports as instructed

• Coordinate the efforts of different departments to ensure smooth running of the business

• Solicit business from new accounts and ensure recurring business from current guests
Job Skills: 

· Computer proficiency with Microsoft Office. 
· Ability to operate under solid pressure and meet tight deadlines. 

· Excellent Word and Outlook skills. 

· Good team player and should meet or exceed team goals. 

· Plan decisions and practice good judgment. 

· Build excellent working relationship to attain goals. 

· Work collaboratively and efficaciously as a team member. 

· Be self-motivated, confident, energetic, and creative. 

· Effectively communicate and make best use of interpersonal skills. 

· Should be able to deliver creative and innovative thoughts.
PERSONAL DETAILS:
Date of Birth

            :
20th Sep 1983
Sex



:
Male

Nationality                              :           Indian

Religion                

:
Muslim 
License                                   :            Valid UAE driving license 
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