BLESSY
BLESSY.75158@2freemail.com  

The HRD Manager

Dear Sir / Madam,

Sub: Application for any post in your esteemed organization

I hereby submit my application for a suitable post in your esteemed organization. Please find attached my CV, which comprehensively describes my experience during my career. My educational background and work experience will enable me to perform well as a member of your team.

This application is the outcome of my search for a more challenging position with progressive company, which will allow more use of extensive communication and organizational skill and an opportunity for career growth and future advancement.

I look forward for a personal interview with you. 

Yours faithfully,

BLESSY


STRENGTHS

· Excellent organizer with communication skills, able to maintain a positive teamwork environment by developing mutual respect and rapport.

· Willing to learn and contribute to the growth of the organization.

· Capable to comfort all kinds of situations created by work demands and time restrains.

PROFESSIONAL EXPERIENCE

More than 6 Years experience as Admin Assistant & Claim Handler.

· Al Sagr National Insurance Co.

-
Worked as Secretary for the Sales Department (1 year)

-
At present working for Motor Recovery Department as Claim Handler


(December 3rd, 2001 – Till the date)
Nature of Job: 

a) Establish and maintain complex database and manual file system
b) Answer telephone and in-personal inquiries, resolve problems and respond to inquiries regarding products and services, receive and refer visitors
c) Schedule meeting and prepare minutes of the meeting if needed
d) Basic pc support and troubleshooting
e) Producing report using both Word and Excel as required
f) Operate general office equipment including computers, faxes and copy machines
g) Assist in the preparation of materials for brokers
h) Issuing Debit and Credit Notes
i) Also worked for Medical department. (Temporary)
j) Data Entry & Customer Service 
k) Be involved in development program
l) Review and Answer correspondence
· WOSA (World of Stars Advertising) –Worked as Receptionist cum Secretary
Nature of Job: 

Handling Reception, Faxing, Filing, Preparing Quotations, Invoices, Accounts, Making arrangements for the Board Meeting, Agenda etc… (6 months)
· Challenge Advertising – Worked as Secretary

Nature of Job: 

Preparing Quotation, Invoices, Accounts, Customer Service, Making all the necessary arrangements for the meeting etc… (6 months)
ACADEMIC PROFILE
Education
: 
Bachelor of  Commerce (B. Com.)
2003   

Institution
: 
Wisdom Institute, Karama Dubai. 

IT SKILLS

Software
: 
MS-Office, Internet 

Institution
:
Nadia Training Institute, Dubai.

OTHERS

Completed my Secretarial course from Nadia Training Institute, Dubai.

Subjects include
:
Self Correspondence, Telephone & Communication Skills
:
Interview Techniques, English Typing (50wpm) etc…


PERSONAL BIOGRAPHY

Sex



:
Female

Date of Birth

:
25th September 1981

Nationality

:
Indian

Marital Status
:
Married

Languages Known
:
English, Hindi, Malayalam, Arabic (Basic)

Expected Salary
: 
Negotiable 

I hereby declare that the information given above are true and correct to the best of my knowledge.

