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	Profile
	Qualified and experienced professional with expertise in administration, customer service and secretarial skills. An independent worker with ability to work in a pressurized environment and effectively prioritize job responsibilities.

	Personality
	Highly motivated team player, with practical work experience. A trustworthy colleague capable of dealing with constant challenges and leading change. Possess good communication, interpersonal, coordination, client relationship and problem solving skills.


	Career Progression
	


	Secretary to Managing Director/Reception/Administrative In-Charge/ HR Assistant
	Since 2004

	 (Company Based on Petrochemical procurement sector)

	

	Secretary to Sales Manager / Sales Coordinator 
	3 months 

	Emirates Bank, ME Bank Main (Sales) Office, Dubai, UAE

	

	Remittance Clerk / Customer Service 
	2 years

	Habib Exchange Co. LLC, Dubai, UAE

	

	Office Administrator  
	11 months 

	Al Baraha Real Estate, Dubai, UAE


	

	Telephone Operator 
	1 ½ month

	Mohd. Hareb Al Otaiba, Dubai, UAE


	


	Proven Job Role
	


	Administrative in charge -Secretarial Support 
· Solely in charge of administrative duties including correspondence, and office communication for the entire office and managing general services efficiently.
· Answers incoming telephone calls, determines purpose of callers and forwards calls to appropriate personnel or department.

· Secretarial supports to MD in his all company corresponds such as official letters, circulars, company agreements with clients and suppliers with all other administrative duties.
· Schedule and manage various meeting for MD and different department managers in and outside the country and accordingly arrange the visa, ticket, hotel reservations etc
· Handling all preparatory phases prior to Management Meetings, called by the Managing Director including lists of participants, Agendas, selecting appropriate hotel for meeting venue and ensure all the required arrangements including projector, seating, refreshments etc.
· Maintain office discipline, rules, timings, regulations, etc
· Assist and provide the all support for the HR department and in keeping personal record and its time to time maintenance and annual leave calculation. 
· Preparing monthly attendance report for all staff and maintaining the staff personal file.

· In charge for yearly health insurance and after services for entire staff including MD.

· Stationery monitoring/replenishment.
· Processing all documentation and related works with different country consulate to obtain visa for all managers for their business mission.
· Manage the routine office management functions, deal with clients and visitors and maintain corporate relations. 
· Provide administrative support to the management on executive level.

· Arrange the weekly meeting of MD with various department managers and keep the track.

· Keeping close relation with the world wide net work of the company in Italy, China, S.Korea, and ME in the executive level. 
· Keeping all company related official and legal documents for MD and make track on it including Trade license, Tenancy contract, and branch official registration documents including different agreements with all suppliers and the clients.

· Prepare responses to inward correspondence, routine inquiries and reply to the same.

· Prepare letters, statements, official contract with supplier and customer and related documents, using word processing, spreadsheet and database, 
· Open, sort and distribute incoming correspondence, including faxes, emails & mails.


	Secretary, Receptionist and Customer Service-Banking Operations – Emirates Bank
· Prepare daily report (MIS & RLS) for credit card sales, car and personal loan.

· Coordinate with all Team Leaders and take daily credit cards and Loans (Personal & Car) sales of each team member on a daily basis. 

· Submit the report of each team’s performance for the past and current month in progress. 

· Guide the new staff and acquire new RBE code, staff code, business card, stamp, new user ID and related works for each new staff joining the organizations team. 

· Maintain-control the office stationery and place orders for all stationery required. 

· Make arrangements for offering gifts to the RBE or Team Leader for good performance.

· Keep each staff passport control by tracking passport file and follow-up. 

· Help the staff members by following and solving the discrepancies in their monthly sales reports. 


	Remittances /Customer Service-   
· Handle remittances in all currencies from local and overseas correspondent banks.

· Handle inward-outward remittances, traveller’s cheques, foreign bills collections, currency purchase-sales. Perform telex transfers, and demand draft. 
· Examine inward payments for authenticity, cover and approval of inward transfer posting, local telegraphic and foreign currency transfers.


	Education
	


	Bachelors Degree (B.A) and Completed Master Degree (M.A.)
	

	Calicut University, India (1994- 99)
Pre Degree- Calicut University (1994)

SSSLC  (1992)
	


	Computer Skills
	


Banking Software, MS Office (Word, Excel & PowerPoint), Internet and E-mail applications
	Personal Details
	


Nationality

: Indian National

Date of Birth
: 1st October 1976
Marital Status
: Married

Visa Status

: Husbands Sponsorship 
Language 

: English, Hindi & Knowledge in Arabic 
Driving License    : Holding UAE Driving license and own car
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