Curriculum Vitae
Ammie 
Email-Id : ammie.354857@2freemail.com
Dubai, UAE.


CAREER OBJECTIVE

 Looking to dedicate myself to a professional organization which provides an opportunity for my personal growth and where in I can be a contributing member to the success of the organization.
WORK EXPERIENCE 
        Company Name   :   HAPPY YUMMY  FOODS  & BEVERAGES
          Position                :   Executive Secretary cum Receptioist.
          Duration               :    Aug-2012  to December 2015  
          Reporting to         :   H.R, Co-Ordinator & General Manager.
· Making Appointments for GM & doing the Follow-Up

· Attending Calls & making note of it

· Sending Fax & Filing the Important Documents For Daily Basis

· Checking Emails, taking print out & forwarding to respective persons

· Updating Employments details for Visa Expiry

· Handlingdetails of Passport & Labour Card  of employees

· Assuring office is neat, and stocked with necessary tools for functionality 
· Taking care of printing and stationary requirements.
· Scheduling appointments and meetings for Management.

· Maintaining the daily sales and stock delivery reports.

· Greet, assist visitors and the general public
· Provide information (e.g. brochures, pamphlets)

          Company Name    :   Technical Trading Company.

          Position                :   Admin Assistant/Personal Secretary

          Duration               :   Jan -2016 – Jan 2017  

          Reporting to         :   General Manager.

· Answering and directing phone calls.
· Organizing and scheduling appointments.
· Developing and maintaining a filing system.
· Providing general support to visitors.
· Assuring office is neat and stocked with necessary tools for functionality.

· Scheduling appointments and meetings for Management.

· Taking care of printing and stationary requirements.

ACADEMIC CREDENTIALS.
· S.S.C   (2009)
· HSC from GOA, (2011)

· Certified Sales and marketing Professional, Leyden State University USA  (2012)

· Certified Secretarial and Office work, Infonet Language Institute UAE (2012)

· Certified Diploma in Human Resource Management Professional, American Institue of Busniess and Managment and Infonet Institute UAE (2013)

TECHNICAL SKILLS

Ms – Office      
Ms–Word , Ms-Excel , Ms-Powerpoint & Outlook
Operating  System        Windows  98 , Xp , 2000/9x,Windows 8, Windows 10.

PERSONAL PROFILE

NAME



:    Ammie 
DATE OF BIRTH

:    27-04-1994
GENDER


:    Female

NATIONALITY 

:    Indian 

MARITAL STATUS 
:    Single 

LANGUAGES KNOWN
:    English, Konkani and Hindi
STATUS


:    Visit Visa
DECLARATION:
I  here by  declare that the above-mentioned information is correct  upto my  Knowledge and I  bear the responsibility for  the correctness of  the above mentioned particulars.
