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SANESH 

C/o-Mob: +971505891826

Email: sanesh.376486@2fremail.com 


Self-motivated individual looking to use technical and customer  service skills to  support co-
workers and clients as an administrative assistant role in an industry where I can maximize my 
skills with a constant, clear simple approach while growing along with growth of the industry. 
PROFILE SUMMARY
Dynamic professional with more than 6 years of experience in Saudi Arabia
· Technically skilled administrative support professional valued for multitasking strengths, organizational abilities and diplomatic handling of confidential.
SKILLS
	· Office Management
	· Records Management

	· Executive & Administrative Support
	· MS Office (Word, Excel, PowerPoint)

	· Scheduling & Calendar Management
	· Meeting & Event Planning

	· Customer Relations & Communications
	· Spreadsheets & Data Entry

	· Payroll Administration
	· Project Management


CORPORATE EXPERIENCE
RMI STEEL INDUSTRY SAUDI ARABIA
Secretary to CEO 06/2010 to 07/2017
Provided administrative support for senior managers that included coordinating calendars; arranging travel; and creating reports, spreadsheets, PowerPoint presentations and board meeting minutes.
KEY RESPONSIBILITIES

· Greet visitors and answer phones
Process mail & correspondence, typing, quotes, order supplies and sales literature, file preparation maintenance

· Provide support for department functions including reports special projects

· Provide support as needed to the office staff
· Prepare confidential documents for Supervisors/Managers/Directors

· Process billing, re-invoicing obtain purchase orders from customers as needed

Maintain information for service inventory.

MEPCO KUWAIT

Store keeping assistant 02/2009 to 04/2010 
KEY RESPONSIBILITIES
·     Direct warehousing activities for commercial or industrial establishment 

·     Establish operational procedures for activities, like verification of incoming and outgoing 

shipments, handling disposition of materials and keeping warehouse inventory current

    Inspect physical condition of warehouse & equipment and prepares work order for repairs 

·  requisitions  for replacement of equipment  

    Confer with department heads to make sure coordination of warehouse activities with such

·  activities  as production, sales, records control, and purchasing 

·     Screen and hires warehouse personnel issues work assignments  

·     Direct salvage of damaged or used materials

·     May participate in planning personnel-safety plant-protection activities.
EDUCATION

Bachelor of Science in Mathematics, University of Calicut -2000 
COMPUTER SKILLS
·   Post graduate diploma in computer applications from govt polytechnic

                  Kannur (Technical Education of Kerala) 


· Oracle 9i DBA from Software Technology Group Bangalore
· Proficient in Ms Office and Photoshop.
PASSPORT DETAILS


Country Code


:
IND


Nationality
:
Indian


Sex


:
Male

Date of Birth


:
08-03-1979

Place of Birth


:
Mavilachal, Kannur, Kerala

Place of Issue


:
Riyadh
Date of issue


:
25-03-2012
Date of Expiry


:
24-03-2022
PERSONAL DETAILS

Date of birth

:
08-03-1979

Sex

:
Male

Nationality


:
Indian

Religion

:
Hindu

Hobbies

:
Reading, Listening to Music, Sports

Language Known

:

Speak

:
English, Malayalam, Hindi and Arabic
Read &Write

:
English, Hindi and Malayalam

DECLARATION

I hereby declare that all the information furnished above is true to the best of 

my knowledge.
Place: Munderi        


Date:                                                                                                                                           Sanesh 
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