RUPA 
Email: rupa.360908@2freemail.com 
Career Objectives:

To develop my career with a fast-paced and growth oriented organization that will present me with opportunities to develop and evolve myself as a professional to achieve higher goals.

Organizational Experience: 
February’ 2012 ~ January’2016 at TASWEIYH,  Sharjah as ADMIN EXECUTIVE.

Company Profile:

TASWEIYH-: their objective is to offer affordable services in solving and settling commercial and industrial disputes for business owners and individuals through amicable negotiation.

Present Task and Responsibility:

· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and to maintain presentation, records, spreadsheets and databases.

· Actively seek out new sales opportunities through cold calling, networking and social media.

· Setup meetings with potential clients, prepare and deliver appropriate presentations on product/services.

· Managing office staff’s day to day activities and leaves of staff members.

· Booking flight tickets and hotel bookings for the client, also used to keep record of employee itinerary. 
· Participate on behalf of the company in exhibitions or conferences.

· Negotiate/close deals and handle complaints or objections.

· Collaborate with team to achieve better result.

· Assess client’s needs and provide assistance and information on product features.

· Sorting out collection plan chasing debtors by finding details.

· Keeping track of people who owe money using web or other means.

· Remind people of their overdue amount and do their best to negotiating payment or in extreme situations to workout with legal action.

· Keeping track of the debtors to make sure that they are repaying what is owed.

· Overcome objections and suggest money sources for debt payment.

· Performs other duties as assigned.

· Make outbound and receive inbound calls and consistently follow company’s collection techniques.
· Coordinating Incoming and Outgoing calls, also day to day updates of minutes of meeting and other arrangements for Head of dept.

· Keeping diaries and arranging appointments.
· Arranging travel and accommodation for staff or clients and other external contacts.
· Creating and Maintaining filing systems, also managing and maintaining budgets, as well as invoicing.
· Ordering and maintaining stationery and equipment. Sorting and distributing incoming post and organising and sending outgoing post.

· Arranging in-house and external events.

· Maintaining office systems, organising and storing paperwork, documents and computer-based information.
· Recruiting, training, and supervising junior staff and delegating work as required.

· Arranging in-house and external events.

 December’2006 ~ October’2010 at Deloitte Haskins and Sells ( India) as Senior Assistant

 Company Profile:

“Deloitte” is the brand under which approximately 169,000 dedicated professionals in independent firms throughout the world collaborate to provide audit, consulting, financial advisory, risk management, and tax services to selected clients. Each member firm provides services in a particular geographic area and is subject to the laws and professional regulations of the particular country or countries in which it operates.

Present Task and Responsibility:
· Assist the head of department, the partner as requested.

· Opening, sorting and categorizing all incoming information to the department and getting it to the appropriate people in a timely fashion. 

· Processing all outgoing communication in the form of emails, letters, voice messages or other forms of communication. 

· Scheduling appointments, meetings for the department. 

· Duplicating, filing, recording and logging of data shared between departments. 

· Answering phones, providing information and processing messages for the department. 

· Attending meetings and other events on behalf of the manager / partner as required. 

· Supervising any support staff and ensuring all office policies and procedures are being implemented.

· Preparing Correspondence, reports and materials for publications and presentations.

· Setup Travel accommodation and other arrangements required.

· Maintaining calendar and Timesheet for the respective Partner.
· Also preparing and maintaining expense report. 

· Recruiting, training and supervising junior staff and delegating work as required.
· Managing and maintaining budgets as requested.
· Booking rooms and conference facilities as requested.
· Coordinating monthly trainings all over India.
· Drafting/Sending basic correspondence, also word processing, photocopying, faxing, scanning, mailing and e-mailing as required. 
Previous Experience:
 Honda Siel Cars India Ltd from December’2005 to November’2006 (India) as Senior Executive

Company profile

Honda Siel Cars India Ltd., (HSCI) was incorporated in December 1995 as a joint venture between Honda Motor Co. Ltd., Japan and Siel Limited. Honda Siel Cars India has a strong sales and distribution network spread across the country. The network includes 56 facilities in 41 cities. 
Task and Responsibility:

· Maintaining monthly Budget.
· Co-ordination & reconciliation of payment to vendors.
· Maintaining office and Individual Expenses of all staffs. 

· Making Daily MIS reports.
· Creatively developing a Workflow, to track the Volume and nature of work done.

· Planning and managing projects undertaken by the department

· Also used to handle HR related work, arranging and maintaining the interview assessment sheet, handling interviews. 

· Handling all Admin related work.
· Booking air tickets and train tickets as required.
· To handle all the invoices of Air and Railway Booking.
· To reconcile the accounts of Bookings.

· Maintaining daily cash book, preparing cash voucher.
· Maintaining filing & back up papers.
· Following up for the payments.
Academic Credentials:
2005

   :      Diploma in Computer Technology from Mumbai University.

Achievement    :      Won Best employment award in Deloitte’2009.

IT Skills:
· English Typing @ 30 wpm.

· Knowledge of Computers  -:

	OPERATING SYSTEMS
	WINDOWS XP,2000 , Vista

	OFFICE TOOLS
	MS OFFICE (WORD, EXCEL, POWERPOINT), JAVA, Vb, 

	OTHER TOOLS
	 INTERNET


Personal Vitae:
Date of Birth
                :   14th May 1987

Nationality                     :   Indian

Marital Status               :   Married
Visa Status                       :  Husband Visa 
Language Known            :  English, Hindi, Marathi, Konkani, Tulu and Kananda.
Abilities:
The Ability to work in any surrounding whole- heartedly and possess the value of hard work. I have good stress management skills and also have good decision making skills.

 Declaration:
If given chance to work in your organization, I will definitely give you the best results and prove myself.
I hereby declare that the above information provided is true and to best of my knowledge.
