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	Preamble:

I am a bachelor of commerce with five years of secretarial & administrative experience in middle east.

Career Objective:

To pursue a career that helps me develop as well as contribute to the growth of an organization by applying and building on skills and experience gained.



	Academic Profile:



	● Bachelor of commerce

K.E.S college of Arts and commerce, Mumbai, (University of Mumbai, Maharashtra- India) 1998

● H.S.C

Indian School, Muscat, (Central Board of secondary Education, Delhi) 1995

● S.S.C    

Indian School, Muscat (Central Board of secondary Education, Delhi) 1993



	Computer Skills
	1) Basic Fundamentals

2) Ms-Office

3)   Internet fundamentals & Graphics packages : Corel, Sierra
	From BITS computer Education, Bombay

From WINTECH computers, Bombay

From WINTECH computers, Bombay



	Other Qualifications
	1. Given IELTS exam in July 2004 through BRITISH COUNCIL, Muscat

Score:  8.5 bands Out Of 9 bands.

2. International Diploma In Early Childhood Education - Montessori Centre International, London (Overseas center - Muscat) in 2004.




Professional experience:

Secretarial & administrative experience of more than five years in various organizations covering functions of independently handling the office, self correspondence,  customer service etc. these experience have strengthened me to face any type of changing work environment and to be a team player.

I also possess excellent administration, communication and follow up skills; I am well organized and able to work efficiently in a multi-task environment.

Work Experience:

Organization         
: Al Hamid Group 

Organization type
: Multi franchise Automotive Dealer in U.A.E.  

Place                      
: Dubai- U.A.E.

Designation           
: Office administrator & Secretarial

Duration               
: January 2005 – October 2006

Job responsibilities: 

· Coordinating between H.R department and 25 employees and maintaining their P. Files

· Coordinating with insurance agency for renewals and claims.

· Handled general administrative & secretarial work in addition to accounting.

· Handling day to day petty cash expenses.

· Handling travel reservations of employees.

· Ensuring proper filing of all documents and distribution of faxes.

· Handling written and oral correspondence.

· Organizing and prioritizing workload.

· Coordinating and arranging meetings

· Documenting minutes of meetings.

· Diary management.

· Handling a busy reception and directing calls.

Organization         : Najd Al Waqbah Trad. & Cont.

Organization type: Construction co. and Building hardware dealers  

Place                      : Muscat-Oman

Designation           : Office administrator & Reception

Duration               : September 2003 – October 2004

Job responsibilities: 

· Coordinating between H.R department and 40 employees and maintaining their P. Files

· Coordinating with insurance agency for renewals and claims.

· Handled general administrative & secretarial work in addition to accounting.

· Handling day to day petty cash expenses.

· Handling travel reservations of employees.

· Ensuring proper filing of all documents and distribution of faxes.

· Handling written and oral correspondence.

· Organizing and prioritizing workload.

· Coordinating and arranging meetings

· Documenting minutes of meetings.

Organization         
: Ishaq Al-Rahbi Trading.

Organization type
: Retail outlet

Place                      
: Muscat-Oman

Designation            
: Office Supervisor & Secretarial

Duration                 
: January 1999 – August-2003

Job responsibilities: 

· Handled general administrative & secretarial work in addition to accounting. 

· Handling day to day petty cash expenses.

· Preparation and presentation of monthly statements.

· Handling travel reservations of other employees.

· Ensuring proper filing of all documents and faxes.

· Handling written and oral correspondence.

· Organizing and prioritizing workload.

· Coordinating and arranging meetings

· Handling the busy reception and calls.

Power and authority:

· Empowered to supervise the implementation of sales promotion schemes / activities which will improve the sales.

	Personal Qualities :



	· The ability to use clear communication techniques and to create a happy, caring and stimulating environment. 

· Good telephone etiquette.

· The ability to transmit enthusiasm and to foster appetite for Growth of the company. 

· An imaginative approach, with highly developed creative and practical skills. 

· Sensitivity to the needs of the company, combined with the ability to establish a positive relationship with other professionals. 

· Energy, stamina and resourcefulness. 


