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Maggie 
Maggie.41776@2freemail.com 
Career Objective

A challenging and rewarding position in an organization to put my skills in the field of HR and administration to enable the growth of the organization.
Summary

Eight plus (8+) years of working experience (including 3+ years in UAE) from lower to middle level management in cross industry and cross functional areas. Have proficiency in general management and administration, correspondences and management reporting, HR management and training. Post graduate in mathematics and computer applications with high proficiency in computers and various office softwares (qualified with various technical and non-technical diplomas and certificates). 

Personal Strength
· Dedicated, Hardworking, Adaptable and Willingness to keep on improving 

· Meticulous, analytical and good reasoning ability 

· Disciplinary, Sincere & Self-Confident with Positive Attitude 

· Ability to deal with people diplomatically and Team facilitator 

· Excellent communication and interpersonal skills

Professional Skills
· Office Management
· Recruitment and selection processes
· Designing and development of departmental policies and procedures
· Salary calculations
· Client management
· Maintenance of computer systems and updation of company website
· Communication, correspondence, documentation and filing
Career Profile
Commercial and Administrative Officer              Duproof, DIP, Dubai    Dec 2007 - to date
· Handling the commercial and technical inquiries from related or prospective clients.
· Preparing local and export quotations and proforma invoices, maintaining records for freight, transit times for export deliveries and submittals for projects.

· Coordinating with the HR departments for the day to day administrative task of the organization and handling the responsibilities of the HR department in the absence of the HR Manager.  
· Involved in the designing and development of policies and procedures of the company.
· Involved in the recruitment activities, reviewing resumes, short listing and interviewing candidates for the selection process.
· Induction and training of new recruits in the administrative department.
·   Coordinate for the development and maintenance of the company network in association with a third party contract and maintenance of the company website.

· Coordinate and plan for office services such as equipment, supplies, forms, disposal of assets and maintenance.  Assemble data and prepare periodic reports and correspondence.
Executive Secretary
Duproof, DIP, Dubai

Jul 2005 – Dec 2007
· Secretarial and administrative jobs of the organization. Professionally handling and analyzing confidential information of the management.

· Independent handling of business correspondences.  Possess excellent verbal and written communication skills and accustomed to working under pressure.

· Handle routine office management functions, deal with clients, visitors and maintain corporate relations.

· Maintain proper records of incoming and outgoing correspondence; systematic documentation and updating of records.

· Correspondence for the respective departments.

Lecturer        SIES (Nerul) college of Arts Science and Commerce, Bombay, India  Jun 2004 – Apr 2005
· Conducting Lectures and seminars for graduates.
· Assisting in Departmental works.

Office Administrator      Sahyadhri Exports and Imports, India Mar 2003-Apr 2004
· Administration Department
· Preparing weekly status report of staff members
· Setting up leave and office policies for the staff members
· Third party co-operation
· Maintaining salary slips of staff members and drafting letters.
· Responsible for all back office responsibilities
Technical Support Assistant           Spectramind eServices Ltd. India Aug 2001-Jan2003

· Tele-support to Dell systems
· Receive and respond to calls and provide extensive service and support to customers via telephone
· Preparing reports and datasheets for the calls
· Auditing of calls and preparing corresponding reports
Trainer               Aptech Pvt. Ltd, Kerala, India

Apr 2000 – Mar 2001
· Teaching various computer languages and databases as per the course
· Providing guidance for projects
· Documentation for projects and overall coordination
Academic Qualifications

M.Sc (Maths) passed out in 1998 from S.B. College, Kerala, India; M.G. University

B.Sc  (Maths) passed out in 1996 from St. Thomas College, Kerala, India; M.G. University
Technical Qualifications

Higher Diploma in Software Engineering (HDSE) from APTECH Pvt. Ltd., Kerala, India
Technical Skills

Typing – 40 wpm

OS – Windows XP

Applications – MS Office, MS Outlook, Internet, email

Databases – MS Access, SQL Server, Oracle

Languages – VB, C, SQL

Language Proficiency

English, Hindi, Malayalam

Personal Details

Date of birth

:
21st August 1975

Civil Status

:
Married

Nationality

:
Indian

Visa Status

:
Employment 
