HANIFA
Hanifa.368489@2freemail.com 
Administration Assistant / LIMS Coordinator
· To acquire a challenging position this will enable me to contribute my knowledge, skills and capabilities. 

· To enhance my ability; develop my skills, gain more knowledge and professionally grow.

· Expert in the technical, conceptual and content development of sales-driving collateral. Proven ability to drive record-high marketing campaign response rates and execute successful product launches.

Skills

	· Flexible and Adaptable 
· Can handle pressure
· Proper time management.

· Planning 

	· Team player 

· Innovative thinking
· Sales Collateral & Support

· Public & Media Relations



	
	


Awards and Achievements
	· Participated in MY IDEA program conducted by PSG college(2010)

· Got second price in MY IDEA program conducted by PSG college(2011)

· Got first price in robot designing contest held at NIT, Trichy

· Team head in college symposium. 


Professional Experience

Al Hoty Stanger Laboratories, Dubai – UAE – Multinational Company based on testing materials
Computer Operator – Lab Information Management System Coordinator
Al Hoty-Stanger Ltd. is a limited liability company registered in Saudi Arabia and trading since 1975. The company was the first to be awarded a National Laboratory Accreditation Certificate by the Saudi Arabian Standards Organisation (SASO) in July 1988 for a range of tests in Saudi Arabia. AHSL was also the first laboratory to be accredited by Dubai Municipality (DM) in 1996 and in the United Kingdom, Harry Stanger Ltd., was the first company to achieve accreditation by the National Measurement Accreditation Service (NAMAS), an adjunct of the National Physical Laboratory in the United Kingdom.

Roles & Responsibilities:
· Assist in Software developing for Al Hoty Stanger Laboratories
· Deal with developers and explain the workflow.
· Testing the software created by the developer and gives feedback to them.

· Direct command to the Deputy General Manager.
· Traveling other Branch to train peoples for using new software.
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Al Hoty Stanger Laboratories, Dubai – UAE – Multinational company based on testing materials

Computer Operator – Administration Staff

Al Hoty-Stanger Ltd. is a limited liability company registered in Saudi Arabia and trading since 1975. The company was the first to be awarded a National Laboratory Accreditation Certificate by the Saudi Arabian Standards Organisation (SASO) in July 1988 for a range of tests in Saudi Arabia. AHSL was also the first laboratory to be accredited by Dubai Municipality (DM) in 1996 and in the United Kingdom, Harry Stanger Ltd., was the first company to achieve accreditation by the National Measurement Accreditation Service (NAMAS), an adjunct of the National Physical Laboratory in the United Kingdom.

Roles & Responsibilities:
· IT Support 

· Preparing Reports Needed

· Direct command to the Head of Administration Department

· Email (Sending/Receiving/Forwarding/etc.)

· Preparing Quotations as Requested

· Traveling other Branch if there is Technical Issues regarding Computer Troubleshooting



SVR CONSTRUCTIONS & REAL ESTATES, India– Real Estate, Construction & Import/Export Company

Sales Coordinator, 06/2012 to 11/2013

Developed marketing programs for a variety of business-to-business clients. Used an integrated approach to create balanced programs for clients to build their respective brands and businesses. 

Roles & Responsibilities:
· Receiving Calls for Sales and Inquiries.

· Confirming Orders Received.

· Provides satisfactory and quality service care.
●
Dealing with the complaints of the customers and help them resolve their issues.

· Offer promotions of the company and educating the customers regarding the company’s product and services

· Being able to retrieve information quickly from a database

· Preventing cancelations of orders made

Technology

	Software:
	Photoshop, MS Project, MS Office (Word, Access, Excel, PowerPoint), Computer Software Installation,  proficient in using the Internet




Education

Anna UNIVERSITY
Bachelor of Engineering, 2008 - 2012

· Major: Instrumentation
· Minor: Electronics
· Graduated with 60 %
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Personal Details

Birth date

:
March 7th 1991


Sex


:
Male


Civil Status

: 
Single


Nationality

:
Indian 

Language             
:
English, Hindi, Malayalam, & Tamil

· Reference on Request








