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Lavina 

Email id:
Lavina.71506@2freemail.com 
Personal Information 

Date of Birth        :  03.02.1981
Sex                        :   Female
Nationality           :   Indian
Marital Status     :   Married
Linguistic Ability:  English, Hindi.  
Personal Traits 

· Perseverance
· Self confidence
· Positive Attitude
· Ambitious

· Resilience
Passport Details



Place of issue: Panaji-Goa

Date of issue: 28-06-2006
Expiry date: 27-06-2016
Visa status: Husbands Sponsor
	CAREER OBJECTIVE
Quest to participate, manage and grow in a responsible position, utilizing my managerial, organizational and leadership skills through an association with dynamic and progressive work environment.

SYNOPSIS

· Experience with a highly organization gaining an overall understanding and confidence

· Congenial individual with strong ambitious and motivational skills to achieve success in business and the community.

· Ability to form and maintain equality relationships and instill high level of confidence coupled with a drive to create new standards.

Professional Experience and Significant Achievements

Office Administration - HR Assistant
Tamra Group (From June 2008 July 2013)
Dubai – U.A.E.
(The Group is dealing in Investments, Properties, Advertising, Travels, Event Technology Services, Fashion Retails, Furniture etc.)

  Key Responsibilities - Office Administration (Chairman, CEO, & Group Finance Manager)
· Responsible to handle the reception of the company’s head      office of a group of companies 
· Screening telephone calls, enquiries and requests, and handling them where appropriate. Compose and distribute memorandums (e-mail, letters, circulars, and follow up etc.) Ensuring timely delivery and receipt of important information, while at the time maintaining confidentiality. 
· Arranging travel and hotel bookings for staff and guest.
· Arranging visas for employees and guest.
· Prepare paperwork for outgoing faxes and courier packages and manage shipping and receiving activities. 

· Responsible for scheduling meetings for all employees; along with provides hospitality service arrangements as requested.
· Also handling tenant related queries, queries, complaints and forwarding to the concerned department.

· Organizing and maintaining diaries and making appointments. Taking dictation and drafting letters also carrying out background research and presenting findings. Producing documents, briefing papers, reports where necessary. Devising and maintaining office systems, including data management, filing, etc Responsible for making Free Zone Gate Pass.

· Arranging pickup/drop-off for guest/employee (taxi service)
· Assist the Chief accountant in preparing bank transfers and following up for cheques payables / receivables. Also prepare the employee salaries through the WPS system.

Key Responsibilities - Coordinator Visas Public Relations Department
· Facilitate the day-to-day visas and public relations requirements of the employees of the group companies (500 employees approximately) and all issue related to the new employment visas, residence and labour card renewals.
· Collecting and keeping CV’s accordingly.
· Also facilitate trade license renewals of the group companies.

· Manage the online visas and online petty cash for the group companies.

· Receiving the request for new employment visas, renewal of labour card and residence visa and trade license renewals.

· Coordinating with the public relations officers, typist for the efficient and timely completion of the new/renewals visa formalities.

· Regulating the dispatch/ receipt of passport, employment visas, labour cards to the group companies on daily basis.

· Maintaining the records of renewals of trade license, commercial license, residence visas, labour cards of the group employees (500 employees approximately). Sending monthly reminders to the group companies to process timely renewals.

· Answer queries related to the requirement of new employment visas, renewals and cancellations. 
Primary Teacher KG 1 and Admin. Assistant.

St. Ann’s Blooming Buds (From June 2001 to 29th March 2008

Sircaim, Tivim, Bardez Goa. (India)

· Supervise other teaching stuffs, organizing workers and volunteers, 

· Planning and carrying out the daily activities and overall preschool kindergarten program, individualize the children progress and make them eligible for upper grade. 

· Keep Prepare weekly lesson plan, craft items, and train the children for concert and sports, recording the progress report, behavioral reports and attendance record of the children.

· Responsible for day-to-day admin work.

· Handling school office work.

· Filing of various documents and correspondence.

· Updating data and keeping records.

· Preparing letters, circulars, reports, salary slips etc




EDUCATIONAL QUALIFICATION

·  St. Xavier’s Higher Secondary School,                    Mapuca, Goa Board - India.
 Higher Secondary School Certificate                                                             
· St. Clara’s High School Convent                               Assonora, Goa Board India.

              Secondary School Certificate
ADDITIONAL QUALIFICATION

· Advanced Diploma in Computer Application at Libra Computers Services Training Division Khorlim Mapusa, Goa. (India)

· Certificate Course in Pre-School Teacher Education at Nirmala Institute Altinho Panjim, Goa. (India)

· Skilled in various MS-Office applications with excellent communication and correspondence skills.

SKILLS AND TRAITS

· Person with high level of energy coupled with a pleasing personality.

· Excellent interpersonal and communication skills with the ability to project and elicit enthusiasm, drive and energy.

· Ability to absorb concepts easily and proceed with minimal direction.

· Ability to instill high level of confidence in the team members, to work towards achieving the set goals and produce high results.

References available upon request
CURRICULUM VITAE














