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JOB OBJECTIVES

Seeking to acquire sales coordinator/administrative assistant position that bestows extensive experience working in active environment and requiring strong organization skills.

EXECUTIVE SUMMARY

June 2011 till date


Designation


:
HR Assistant cum Sales Support

Reporting


:
General Manager/HR Manager

Job Profile HR:

· Completes monthly and year-end reports regarding terminations, transfers, and new hires. 

· Process online visa application, cancellation, absconding declaration.

· Travel Arrangement for Staff’s 

· Evaluates and verifies employee performance through the review of completed work assignments and/or reviewing work techniques.

· Knowledge of labor relations. 

· Ability to select, instruct, direct, and evaluate employees.

· Stays well informed regarding human resource developments. 

· Assists in training new employees.  Supports Department personnel as needed. 

· Coordinates with related departments as required.  Answers questions and provides assistance. 

· Preparation of Monthly sales report. 

· Enters new hire information in the human resource system database.

· Processes employment verification forms and name change packets.

· Prepares recruitment lists and job postings.

· Ensures that human resource files and records are maintained in accordance with legal requirements and Company policies and procedures. 

Job Profile Sales:

· Tying quotation for provision stores.

· Arranging non-stock times from different suppliers and supplying to vessels as required. 

·  Coordinating with Sales and Accounts department for payment follow up, invoice forwarding.

· Performs related work as assigned by the superiors. 

March 2010 – May 2011
:
Western India Automobile Association

Designation


:
Executive Secretary

Reporting


:
Managing Director

Job Profile:

· Performs a variety of administrative or executive support tasks that are highly confidential and sensitive.

· Reviews, proofreads, and edits documents prepared for the administrator’s or executive’s signature.

· Composes letters and memoranda in response to inquiries

· Prepare presentations correspondence and reports.

· Create meeting agendas and minutes.

· Makes travel arrangements; prepares itineraries; prepares, compiles and maintains travel vouchers and records travel vouchers and records.

·  Produces a variety of documents, charts, and graphs in final form.

· Other ad hoc duties as and when assigned by the MD.

October 2009 – Feb. 2010
: 
Al Naeser Trading Co. L.L.C.

Designation


:
Secretary 

Reporting


:
General Manager
Job Profile:

· Oversee the daily activities of the office. 

· Schedule appointments and maintain the calendars of the Gm    

· Making Invoice, Payment Follow- up

· Performed general administrative duties. 

· Self correspondence. 

May 2008 – April 2009
: 
Al Holla Concrete Technology Co.

 – Contech Group L.L.C

Designation


:
Executive Secretary

Reporting


:
Group General Manager/Finance Manager

Job Profile:

· Handled Company’s Debt Collection.

· Preparation, follow-up, updation of Debtors Report.

· Preparation and Reporting of Bank Reconciliation Statement through ERP Accounting Software.

· Updating Company’s Payment receipts in ERP Accounting system.

· Assisting GGM in preparing company financial statements such as Cash Flow Statements, Staff Remuneration Review Statements, Plant/Resource Analysis & Monitoring Statements.

· Preparing Production Report.

· Issuing of internal office memos as instructed by the GGM.

· Coordinate project-based work.

· Create, transcribe, and distribute meeting agendas and minutes.

· Verifying of invoices for payment before getting GGM’s approval.

· Prepare and maintain GGM’s expense report.

· Prepare correspondence, reports, and materials for publications and presentations.

· Create, transcribe, and distribute meeting agendas and minutes.

· Drafting of Minutes and Resolutions for various meeting.

· Self correspondence. 

· Other ad hoc duties as and when assigned by the GGM.
November ‘07 – March ’08
: 
ITZ Cash Card Ltd. 

(Zee Group of Companies)

Designation



:
Executive Assistant.

Reporting



:
Vice President (Marketing Head)

Job Profile:

· Provide executive-level administrative support to the Vice President of Marketing Head.

· Coordinated projects and events exercising ability to improvise, improve procedures, and meet demanding deadlines.

· Plan and coordinate corporate luncheons, and develop presentations for related on-site and off-site meetings.

· Organize the details of special events, travel arrangements, corporate agendas and itineraries.

· Manage capital purchases, direct vendor relations, generate and maintain equipment tracking records.

· Process monthly expense reports reflecting supporting documents and budget code indexes.

· Collaborate with departmental managers on weekly postings for master reports.

· Facilitate the accurate and timely writing, editing, and preparation of final copy from draft to distribution. 

March ’05 – October ’07
:
Ushdev Group of Companies 

Designation


:
Executive Secretary. 

Reporting


:
Vice President/ CMD.

Job Profile:

· Updation of generation report.

· Updation of Share Details

· Making PowerPoint Presentation.

· Preparing documentation for ISO certification.

· Organizing seminars/conferences.

· Coordinating with Bank, Clients, and Customers.

· Drafting of Minutes and Resolutions for various meeting.

· Raising Bills, Purchase Order, Debit & Credit Note.

· Attending phone calls / fixing up appointments / keeping track of boss travel.

· Arranging Domestic & International Travel. 

· Preparing Quotation.

· Routine letters / Self correspondence 

· To check emails and immediate response

· Taking notes and preparing reports.   

· Preparing Agenda for Meeting. 

· Performing general administrative duties including data entry and internet research. 

October ’01- February ’05
:
Multimediwol 

Designation


: 
Graphic Designer/Secretary

 Reporting


:
Proprietor.

Job Profile: 

· Developing website, Presentation & Walkthroughs for Corporate Clients.

Further details shall be provided upon request.

PERSONAL EPITOME

Education:

· Bachelor of Arts- Economics
Software's Skills:

· Photoshop 7, PageMaker 6.5, CorelDraw 9, Macromedia Director 8.     

Computers: 
· Work extensively on packages like Ms Word, Excel Power Point and Tally.

Worth Special Mentioning:

· I would like to work with an organization off repute, which would offer me a healthy work culture, an atmosphere to enhance my skills and offers challenging work environment and prospects of growth. At the end, I can offer outstanding professionally galvanized services for the betterment of two way growth off the organization and self.

Professional Attributes:

· Workability under pressure.

· Ability to work independently.

· Keeps cordial relationship with Superiors as well as Colleagues.

· Ability to determine work priorities.

Personal Attributes:

· Adaptive to circumstances.

· Well Presentable.

· Well spoken and communicative.

· Self Motivated, result oriented and ability to grasp work quickly.

Personal Details:

Date of Birth

:
September 25, 1981

Marital Status

:
Single.

Languages Known
:
Hindi, English, Bengali, Marathi, Malayalam & Tamil. 

References:

Available on request.
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