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	Profile
	Qualified and experienced Office Administrator with 11 years of experience and expertise in office administration, providing secretarial support, cashier duties, self correspondence, and basic accounting functions. An independent worker with ability to work in a pressurized environment & effectively prioritise job responsibilities.

	Personality
	A dedicated team player, who can bring to your organisation: complete dedication and capability to perform under work pressure. Possess good communication, interpersonal, administration analytical, coordination, organization and computer skills. Also a trustworthy colleague capable of dealing with constant challenges and leading change.


	Education
	


	Bachelor’s Degree in Commerce
	1997

	Osmania University, Hyderabad, India
	


	Career Progression
	


	Cashier
	2007 – Till Date

	Al Rostamani International Exchange Company, Dubai

	

	Cashier
	2004-2007

	Sea View Hotel, Dubai, United Arab Emirates


	

	Cashier 
	2001-2003

	A & A Frozen Foods (Baskin Robbins Ice cream), Hyderabad, India


	

	Office Assistant
	1999-2000

	Chander’s Marketing Pvt. Ltd (Cosmos Ice cream), Hyderabad, India


	

	Receptionist
	1995-1998

	Hotel Sapphire, Hyderabad, India
	


	Proven Job Role
	

	Administrative Support

· Provide administrative support to the management on executive level.
· Responsible for general administration works and authority to take final decisions in cash transactions

· Coordinate with offices or division of incoming and out-going transactions document.

· Perform other related duties as assigned from time to time. 

· Manage all the administrative duties efficiently including correspondence, office communication, basic accounting and personnel matters. 

· Prepare responses to inward correspondence, routine inquiries and reply to the same.
· Receive all incoming calls / fax / emails and answer it or distribute to concerned person.

· Liaise with banks for all official and personnel related matters.

· Archive, implement and maintain filling system. Maintain documents in organized manner handle self correspondence; maintain office equipments.   


	Cashier
· Responsible for guest relations, check in and check out procedures.

· Taking care of general administration related work functioning in the hotel.

· Posting bills to appropriate rooms for maintaining the accounting entries.

· Preparing hotel bills & passing the required entries.

· Dealing with the foreign currencies and major credit cards for payments.
· Processing of telegraphic transfer, mail transfer and issuing demand drafts.
· Sale and purchase of all foreign currencies and traveller’s cheques.

· Draft signing authority and 2nd authorisation to authorise transaction.
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	Reception
· Take care of reception duties, petty cash and handle the walk in clients.

· Greet visitors and determine whether they should be given access to specific individuals.

· Handle phone calls and enquiries, respond to walk in guest and assist the same.

· Operate telephone switchboard to answer, screen and forward calls, provide information, take messages, and schedule appointments.

· Transmit information / documents to clients, using computer, mail or fax machine.

· Schedule appointments, and maintain and update appointment in the dairy.


	Course
	


Master Diploma in Computer Accountancy, Roopa Institute of Computer Accountancy, India

	Computer Skills
	


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


Nationality

: Indian
Date of Birth
: 27th October 1972
Marital Status
: Married
Visa Status

: Employment visa
Language

: English and Urdu
	Reference
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