[image: image1.jpg]



Navas.
E mail: navas.382311@2freemail.com 
Deira, Dubai, U.A.E


OBJECTIVE:
A position as Secretary with a reputed organization where I can utilize my education and experience for mutual growth.

HIGHLIGHTS

· Have 7+ years experience in office administration & Secretary in a reputed company in UAE.

· Qualified with Bachelor of Arts (Political Science)
· 45 w/m speed in Computer Typing.

· Very Skill in MS Excel calculation & spread sheet.

· Well experience in email correspondence.

· Good communication skills in English, Hindi.

· Young, energetic & enthusiastic.

· Friendly, pleasing manner and can get along with people well.

· Well experienced in office administration.
· Well versed with MS Office Applications 

PROFESSIONAL EXPERIENCE: 
Designation   : Secretary 
Organization : CONSOLIDATED ELECTRICAL FACTORS L.L.C 
DEIRA, DUBAI, U.A.E.

From 05.03.2011 – Till Date.
JOB PROFILE:

· Preparing quotations, and invoices.

· Preparing Purchase Orders for Export / Import Purchases, and daily follow up for the goods/services are procured on time.
· Daily Email correspondence with all suppliers and clients about orders, requirements, shipment status, shipping documents and delivery status. 

· Provide administrative/secretarial support to Sales Manger & Team.

· Handle customer queries by phone, fax and in person.

· Trace, track and expedite purchase processes.
· Well knowledge about import/ export procedures, documentation etc.

· Knowledge of bank documentation related to LC / DP documents through bank.

· Follow up with Suppliers for delivery and documents. 

· Daily telephonic conversation for order details and payment from concerned client and supplier. 

· Prepare the Proforma Invoice for Export Customers.
· Co-ordinate with shipping agents for forwarding the cargo in economical manner.
· Coordinate and negotiate with Supplier, customer and logistics team for sales &  purchase issue.
· Review bills, invoices and purchase orders.
· After the shipment, inform to the customer about the shipment and e mail or courier the shipping documents immediately.
· Ensure all payments are processed in time.
· Handle all cash related transactions with bank.

· Preparing delivery schedule and debt & credit details.

· Preparing and verifying the BL’s, AWB’s, Truck Consignment Notes and Shipping Company Certificate for all shipments as per LC terms and Buyer’s requirement and collecting these documents.
· Preparing daily and monthly report.
· Monitoring and maintaining shipment status.
· Maintaining Office documents and records.
ACADEMIC QUALIFICATION.
· Bachelor of Arts, Kerala University, India
TECHNICAL QUALIFICATIONS.
· Diploma in Computer Hardware & Networking 

· Microsoft Office – Word, Excel, Power Point, Outlook
· Adobe – Page Maker, Photoshop, Coreldraw

· Typing Skill – 45 w/m
· Internet and Web Base Retrieval
· CCNA 
· Microsoft Certified Professional.
LANGUAGES KNOWN:
English, Hindi, Malayalam
PERSONAL DETAILS:
Date of Birth                           : 
25-12-1981

Sex
                                    :
Male

Nationality             

:
Indian

Language Known    
            :
English, Hindi, Malayalam
Visa type


: 
Employment visa (Transferrable)
Notice period


: 
Immediately
Hobbies

Sports, Browsing, Travelling, Listening music, playing chess. 
Declaration

            I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.
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