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                                           BINDU
                                                                                            E mail: bindu.381124@2freemail.com 
                                                                                                   _____________________________________________________________________________
Overview
I am an organized, self-motivated, energetic and hardworking person with good interpersonal skills looking for an opportunity to apply my skills for the betterment of the company. As a quick learner, I am able to adapt to changes with finesse within the organization and towards my job.

My qualifications & experiences make me well-suited to work in a competitive environment, as I have sharp customer orientation, which has always contributed to the prestige and reputation of an establishment. Creativity, innovation and commercial awareness are valuable assets that have enabled me to improvise and guarantee ultimate customer satisfaction and loyalty.

Career Snapshot

· Over 8+ years of experience in Operations / Client servicing / Sales / Administration / Front office management/ Fleet Management.
· Hardworking and systematic with assignments, trained to be familiar with the procedures of financial, administrative and other relevant documents.
· Good exposure towards team management and client interactions.
· An effective communicator with excellent relationship building & interpersonal skills, problem solving organizational abilities, posses a flexible & detail oriented attitude.
· Interacted with echelon of society and at various given levels.

· Excellent communication and interpersonal skills.

Core Competencies

· Operations, Client Servicing, Quality Compliance, Business Development, General Administration, Fleet Management.
Work Experience:
M/s Massar Solutions PJSC (Al Wathba Company for Central Services PJSC) 

September 2012- November 2015
Designation: Administration Assistant
Responsibilities:
· Working as a booking agent for vehicles for servicing and rental.

· Co-ordinate with the contract department and update the customers with booking details.

· Create job order for service and follow up the job orders with the service and contract departments and inform the customers accordingly.

· Payment follow-up with customers.
· Maintaining petty cash.

· Receiving request for petty cash vouchers from all workshop branches.

· Receiving cash from customers & preparing cash receipt voucher & handing over cash to Finance department.

· Follow up with Finance department for pending petty cash & hand over to concern branch managers.

· Reconcile the petty cash statement with Finance department.

· Preparation and submission of daily petty cash statements and booking statements to management. 

· Submitting monthly & weekly reports to the management.

· Preparing monthly invoices received from all branches and submitting to Finance department.

· Preparing weekly report for parts pending by collecting information from all branches and sends to the management. 

· Internally Transferred to M/s Environment Agency- Abu Dhabi as Administration Co-Ordinator from May’15 till Nov’2015.
Worked with M/s Redington Middle East 
March 2008 – April 2009.
Designation: Secretary and Customer Service

Responsibilities:
· Handling phone calls, prepare correspondences, memos and reports
· Receiving sales orders, routing to the respective department.

· Updating new sales in excel. 
· Answering client queries.
· Payment follow-up with clients.

· Maintaining petty cash.

· Maintain records and generate reports including cash and sales reports

· Submitting monthly & weekly reports to the management.
· Responsible for preparing payrolls of different employees taking into account the time & days each employee worked.

· Maintain personnel files for each employee. 
· Maintain and schedule appointments and meetings
· In charge for hotel bookings & travel bookings.

Worked with M/s Stahl India Private Limited, Chennai, India 
May 2007 – October 2007
Designation: Executive – Company Operations 

Responsibilities:

· Attending calls , taking orders from many companies all over India for sale of chemicals 

· Co-ordination with factory executives, checking stock availability of chemicals on daily basis.

· Fixing targets to the sales executives, and branches all over India.

· Maintaining performance details of the sales personnel.

· Submitting monthly reports to the management. 
Worked with M/s. Sterling Holiday Resorts Limited, India
Designation: EXECUTIVE – COMPANY OPERATIONS 
Responsibilities:

· Resorts & hotel bookings.

· Update customers with booking details.

· Accounting sales revenues 

· Submitting Reports to the Management.

· Fixing targets to the sales executives and branches.

· Maintaining Performance details of the sales personnel.

· Inter-department coordination with HO for sales promotion.

Academic Credentials

· Master in Business Administration (MBA) - Human Resources.

· Bachelor of Arts with Corporate Secretary ship.
In-house Training

· Successfully completed fire extinguisher and evacuation training from Al Wathba Services.
Professional & Technical Qualification

· ERP Packages – ORACLE 11i (ORION)
· Microsoft Office – MS Excel, MS Word, MS PowerPoint & Internet tool.

· Operating Systems – All Major Platforms.

· Diploma in Office Automation.

· Bynx FLEET (11.1.1.5 UNIX) - Fleet management software, fleet applications, vehicle leasing and rental solutions

Personal Details

Date of Birth: 22nd January 1982.
Nationality: Indian

Visa Details: Residence Visa (Husband Sponsorship)
Languages Known: English, Tamil & Malayalam.
Behavioral Competencies: Good communication and interpersonal skills (both written & verbal), excellent organizational skills, self-motivated with a proactive approach.
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