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 Graduate  Sectarial ,Customer Servicing & Admin Professional with 10 Years’ Experience                                    
Age & Marital status      30 yrs , Married                                                                                 

Languages:

English, Hindi, Sindhi                                                                                  
Nationality:

Indian

Availability:

Immediately
Visa Status:                      Employment Visa( Resigned  from the Company and visa cancellation is in process )     
Objective
To seek entry or middle level position in Administration & Facilities, Customer Services and related functions in a growing organization which not only expects me to contribute towards achieving the organization’s objectives but also provide opportunities to excel professionally
Profile

A passionate, dedicated, multi-skilled and enthusiastic professional who is Bachelors in Arts (B.A) and have more than (10+) years of diversified work experience in the fields of Administration and Facilities, Direct reporting to MANAGING DIRECTOR  AND GENERAL MANAGER , Dealing and Client Servicing of high aptitude on detail orientation combined with professionalism and strong work ethics in workplace.
Key Competencies / Skills

· Calendar Maintenance 
· Document Controller
· Business Correspondence
· Relationship Building
· Meeting  arrangements
· Meeting coordination
· Organizational Skills
· Handling Confidential files
· Team Player

· Interpersonal Skills
· Business Development

· Handling Office Equipment
· Filing and Record Keeping
· Making Company Profile 
· Handling Phone Calls 

Professional Experience

HILLS & FORT CONSTRUCTION LLC                                                                                                     DEC 2015 to APR 2017                                                                   
EXECUTIVE SECRETARY                                                
Responsibilities:
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Coordinate office management activities to aid executives 
· Research and compile confidential documents                                                                   
· Screen incoming correspondence and ensure delivery to intended recipient
· Prepare Meeting Agendas and collect related material 
· Took telephone calls and relayed messages 
· Maintained  dairies and arranged appointments
· Organized meetings and prepared agendas and materials 

· Handling correspondence all Confidential documents
· Taking Minutes during Meeting 

CONVRGNT VALUE ENGINEERING L.L.C – DUBAI




             DEC2013 to AUG2015
PROJECT SECRETARY 
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Responsibilities:                                                                                                                                                                          
· Administration of routine business tasks on daily basis                                                                            

· Preparing memos and circulating letters and other documents to relevant departments                  

· Maintaining and updating attendance, leave, courier dispatch and receipt registers  

· Handling the main company ID –info@convrgnt.com       

· Building professional relationship with clients and resolving any query on priority basis
· Maintaining administration reports for day to day activities   

· Preparing new staff offer- letters and payroll advice on time

· Keeping records of every employee in separate file                           

· Preparing POs and releasing same to the factory and completing order on time and dispatching it on time

· Maintaining updated records for site work and preparing daily work report on routine basis
· Handling clients quires regarding consignment and provided material
· Ensuring payments of vendors via coordinating with accounts department
· Assisting in recruitment and performance analysis on monthly basis
· Procurement of office supplies and stationery at Site-area (Badrah neighborhood retail Center)

· Provide full secretarial and administrative support to the project team and department to ensure the smooth running of the operations.
· Maintaining records of Engineers and assist in their movements at site area
· Take minutes of meeting and maintain record 
· Co-ordinate and assist Document Controller in maintaining  a proper and tracking of all documents for the project team and department
· Handling recruitments of all staff linked with Project and handling medicals and visa processing
· Handling all Drivers leaves and resignation detail
· Handling all vehicles details of all drivers provide them proper vehicle on time
· Scheduling meeting , preparing and keeping record of necessary Documents

· Maintaining Discipline and decorum at the reception area

· Updating progress photos of related project and daily site report 

ICIC PRUDENTAIL LIFE INSURANCE LTD – INDIA




June 2007 to Nov 2013
EXECUTIVE SECRETARY                                                
Responsibilities:
· Maintaining all correspondence to Client and keeping all confidential record in file 

· Building new and improving existing business relationship with clients
· Handling individually and efficiently all administrative work.
· Handling details of utility bills, courier dispatch and receipt, mobile and other expenses

· Forwarding updated vendors account details to Head Office
· Coordinating with head office regarding vendors’ payments and bills
· Maintaining updated expenses detail with supporting documents

· Resolving clients issues and highlighting important matters to senior management for customers’ better satisfaction
· Holding complete responsilibilities of sub branches located Jaipur , Jodhpur, and Delhi, Mumbai
· Co-ordinate with staff  on their HR related activities like leaves, Joining Reports, salary issues
· Issuing all  offer letters of all employees and their experiences letter and also doing all HR related work
Academics and Professional Qualifications
Diploma in Computer Applications (PGDCA)


2007
Sophia Girl’s College
Bachelors’ in Arts (B.A)





2006      Sophia Girl’s College
Higher Secondary School Certificate



2007
St John’s School
IT and Computer Skills
Proficient with the use of java, Microsoft Office Tools (Word Processing, Spread sheet, PowerPoint, Excel) and other computer accounting applications
REFERENCE
May be furnished on demand 
