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Leena

Leena.36719@2freemail.com  
	


CURRICULUM VITAE

Objective: To seek a challenging position in professionally managed company and likes to grow with the organization and prove to be an asset for its effective functioning and be a team player for the achievement of organizational goals.

Key Strengths:

· Pro-active and result oriented

· Positive attitude & Objective in thinking

· Professional at work and not an easy giver

· Stress on Time Management 




Organizational Experience
1. Office Experts LLC – (August 2014 Till Date)
          Secretary cum Receptionist

 Responsibilities

· answer telephone, screen and direct calls 
- take and relay messages
- provide information to callers
- greet persons entering organization
- deal with queries from the public and customers
- ensures knowledge of staff movements in and out of organization
- general administrative and clerical support
- prepare letters and documents i.e. courier, etc.
- receive and sort mails and deliveries
- schedule appointments
- maintain appointment diary either manually or electronically
- organize meetings
- tidy and maintain the reception area 
- maintain office stationeries and consumables
    2. Gulf Scientific Corporation – Jebel Ali (June-2010 – July 2014)

  Adminstration: (Receptionist)

Company Profile: 

Gulf Scientific Corporation provides complete scientific analytical solutions by offering a broad range of services, training and application support.

Responsibilities
· Handling busy switch board.

· Handling all business and personal correspondence on behalf of the HR Manager.

· Completely responsible for all administrative and secretarial duties, worked under minimum supervision.

· Maintaining an efficient filing system.

· Co-ordination between principals, agents, customers and internal departments.

· Preparing Itineraries, Ticketing, Hotel reservations.

· Maintaining high level of confidentiality

3. Golden Media Infix LLC – (September-06 to April-2010)

Secretary to the General Manager –UAE

Company Profile:

A well established outdoor media specialist who handle the commercial advertising for various media to the UAE and the Middle East.
Responsibilities

· Secretarial support to the Management and overall supervision of administrative functions to enhance smooth operation of day-to-day activities.

· Present a professional image, both on the phone and in person, contributing to the company’s positive reputation.
· Administer new visas, labour cards, renewals, cancellation and other matters related to sponsorship to staff in consultation with the Management & the Local Sponsor.

· Maintain and safeguard the personnel files, Trade License, Certificate from Chamber of Commerce and all official documents of the company.

· Supervising & training of assistant for online application of Department of Civil Aviation, Dubai International Airport & Abu Dhabi International Airport passes for staff and clients.

· Interact with corporate and branch offices.

· Interact with suppliers and clients.

· Provide support and training to staff and new associates in office policies, procedures and guidelines for their smooth transition.
· Construction and regulation of systematic file management to ensure timely, accurate and easy access of documents.

· Purchase and maintenance of all office equipments.

· Travel & Hotel arrangements for Management & staff.

· Ensure that all the departmental head approvals have been obtained prior to confirming L.P.O. to production houses.

· Supervision of proper distribution of all incoming & outgoing correspondences to concerned departments.

· General secretarial duties as instructed by the Management.
4. ATN Media FZ LLC (April-97 to Sep-06)

Accounts Assistant

· Secretarial duties

· Handling busy switch board

· Maintaining the Customers List and follow up of Payments

· Dealt in the updating of accounts, generation of leads and in the handling of cheques.

· Preparing the receipt voucher and posting the receipt entry into the oracle based accounting system

· Reconciling the accounts receivable statement

· Reporting to the Credit Controller
Education 

· 12th Standard from N.I.Model School, Dubai

· Bachelor of Commerce from Kerala  University
Training:

Completed Secretarial and Microsoft course from Nadia Training Institute, Dubai.

Completed the CPR & First Aid Training from Cedars JAFZA.
Software Skill Set:

MS Office
-     Excel

· Word 

· PowerPoint

Tally accounting software

Peach Tree Accounting software

Interest and activities

Listening to Music, reading and traveling
