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Professional Summary 
Proficient Office Coordinator skilled in managing records and company database with efficiency and accuracy. Exceptional leadership and communication skills illustrated over 4 years of experience in office roles.
 
 
 
Experience 
 
Office Coordinator / Administrator, 02/2020 - 02/2023 
Middle East LLC - Dubai, UAE
· Instructed new hires on administrative procedures and company policies while ensuring that all performance objectives were met.
· Cultivated vendor and client rapport with consistent follow-up and communication.
· Assigned projects to administrative staff while boosting office productivity and streamlining processes.
· Maintained office cleanliness and organization of resources.
· Completed various office duties, including handling petty cash and updating supplier invoices.
· Managed smooth operations and communicated timely updates to coordinate administrative activities.
· Assessed feedback from customers to gauge satisfaction and project success.
· Produced and delivered financial reports management to help with decision making based on facts of company's financial health.
· Developed training program to boost staff capabilities and increase productivity.
· Helped interview, train and onboard staff members to build team of high performing individuals to boost productivity.
· Provided for smooth day-to-day flow of communications to build trust within unit.
 
Document Controller / Office coordinator, 01/2019 - 01/2020 
Leading Medical Insurance Company - Dubai, UAE
· Sorted, stored and retrieved electronic and hard copy documents for clients and staff from company systems and files.
· Manned scanning and copying machines to convert physical documents into digital copies for storage in document management systems.
· Managed document release processes using software to track user assignments and activities, protecting confidential company data.
· Maintained document review and approval procedures for confidential or sensitive information, controlling flow of documents.
· Designed templates for documents, file types and document databases for storing information.
· Checked document storage systems for errors, highlighted issues and verified solutions for correctness.
 
 
 
Education 
 
Bachelor of Science, 2017
St. Aloysius College - Mangalore, INDIA
reference 
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Contact 
Address : Dubai, United Arab Emirates Address : Dubai,United Arab Emirates Phone : +971565824468 
Phone : +971504753686
bhavya-404969@2freemail.com 
 
 
Core SKILLS 
· Administrative support

· Office Management

· Organizing Meetings

· Vendor Relations

· Client Relations

· Accounting Support

· Preparing Presentation

· Client Service

· Office IT Skills
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HR CONSULTANT

UAE: Off No 568 Abdullah Kambir Business Center Abu Baker Siddique Metro Station Dubai
INDIA: Office No 203, Balaji Heights, Chimanlal Girdhardas Road, Ahmedabad, Gujarat

Human Resource Management, Market Research & IT Consultant
Portal Services | Public Networking | Website Design | Digital Marketing

Manpower Recruitment (Professionals + Labors) | Remote Workers | Job Advertisement
Job Search Assistance | CV Writing - Distribution | Visa Service | Certificate Attestation

Manpower Sourcing - Recruitment Services

Providing Professional Services to Employers since year 2002
Authorised Foreign Representative of Licensed Manpower Agencies

Issue Demand Letter > Chamber of Commerce + Embassy Attestation >
Interview Candidates Online > Issue Visa + Ticket to Selected > Manpower Deployed




