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     Asma 
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· To secure a challenging position in a reputed organization utilizing my skills and abilities.

· To acquire knowledge and gain experience

· To work in an organization this enables oneself to develop professionally, socially and personally.

	


TOTAL WORK EXPERIENCE – 8 ½  YEARS   : Gulf Experience    – 3  ½ years







   : Indian Experience – 5 years

Firm


: 
Position

: Front-office Executive cum Accounts Assistant
Period

: June 2007 till date
Job Profile :
· Handling the Busy Board (20 Line & 250 Ext)
·  Detailed information about the callers and their messages. 

(i.e., Name, Company, Phone number and message, time and date)
· Filing, &   Faxing / Greeting the clients / Handling Couriers. 
· Daily scheduling of work depending on the orders received
· Booking and confirming Appointments, Data entry, Making Invoices

· Assembling and reviewing all monthly billings and invoices and ensuring that they are submitted to General Services within prescribed time-frames to avoid service disconnections and loss of credit privileges.
As accounts Assistant :
· Handle general admin duties

· Maintaining Attendance register and Cash register & Handling petty cash & Cheque .
· Prepare schedules and financial report on timely basis (generate from system) 

· Follow up the payments
Abilities :

· Thinking creatively to produce new ideas 
· Good presentation skills 
· Accurate and high quality work 
· Working to tight deadlines 
· Working well in a team.
Firm

: Ample Technologies Pvt Limited (India)

Position
: Secretary , Store keeping & House keeping Executive
Period
: July 2006 – May 2007
Job Profile :

· Making & Confirming appointments for the Managers & informing them well in advance
· Receiving & Sending emails, faxes, post & segregating the same
· Making travel arrangements including accommodations and airline reservations.

· Scheduling appointments and arranging meetings of the Managing Director and Keeping the required materials and files ready for such meetings 

· Responsible for all office stationery/ Refreshments for day to day activities
· Handling the Salary & Attendance register of the staff
· Maintaining a Document control register for all incoming & outgoing correspondence
· Responsible for all office stationery /office furniture / Refreshments for day to day activities
· Arranging meetings
· Greeting the guests 
Firm

: Mashgal Khoutuf (Saudi Arabia)

Position
: Customer care Executive cum Secretary
Period
: July 2003 – January 2005
Job Profile :
· Serving as a direct point of contact for the customers
· Responsible for ensuring that the customers receive an adequate level of service or help with the questions and concerns
· or services and to handle and resolve complaints
· Communicating with customers through a variety of means—by telephone; by e-mail, fax, regular mail; or in person
· Resolving the problems of the customers according to guidelines established by the company
· Decide the types of products or services that would best suit their needs
· Aiding the customers in completing purchases or transactions
Job Profile as an Accounts Assistant :
· Handle partial accounts  

· Handle general admin duties

· Handle full sets of accounts 

· Prepare schedules and financial report on timely basis (generate from system) 

· Follow up with aging payments
Firm

: Multiways Agent 
Position
:  Secretary & Bank work
Period
:  January1999 – November 2003

Job Profile :
· Scheduling appointments and arranging meeting of the Managing Director and Keeping the required materials and files ready for such meeting
· Making travel arrangements including accommodations and airline reservations.

· Housing loan department, & Follow up the payment

· Interacting with customers to provide information in response to inquiries about products

· A skilled communicator, with excellent negotiation, presentation and interpersonal skills

· Ability to interact with people at all levels with tact and diplomacy
· Organized and methodical with an eye for accuracy and attention to every detail

· Ability to remain calm and focused under pressure and work at strict deadlines

· Maintaining confidentiality in all aspects of the business. 
· Ability to work in a team & take appropriate decisions
· Friendly, approachable, outgoing personality with a positive outlook
· Excellent experience in Microsoft Office, & Internet access 


· Have also served as an Event Manager at Inter-Collegiate Festivals & programs.

· Participated & have won several prizes in paintings & drawings, modeling, singing, dancing and skit competitions in School, College and at State levels

· Have also won the credit of being a Champion in sports at school level.


	YEAR
	INSTITUTION
	QUALIFICATION
	PERCENTAGE



	2003
	Vidhyavahini College

(Bangalore)
	Bachelor of Commerce
	60% with First class

	2003
	Sudha Institute
	Junior Grade Typing
	1st class

	2002
	Surlin Solutions Limited
	Basic Course In Computer
	A+ Grade

	2003
	Surlin Solutions Limited
	Call centre / BPO Customer care training
	3 months course

	2003
	Bangalore International (Bangalore)
	Diploma in Receptional & Secretarial duties
	A+ Grade

	2005
	Bangalore International (Bangalore)
	Diploma in Hotel Management

	6 months course





Nationality

:
Indian

Date of Birth

:
14 May 1978
Marital Status
:
Married
Religion

:
Muslim
Languages

:
Arabic, English, Hindi, Urdu, Tamil, Kannada

Visa Status

:
Employment
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