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	Result driven administration professional with 15 years of practical experience within the domains of administration, public relation, office management, human resource, purchase and customer service. Demonstrated competencies facilitating smooth office operations, managing staff, delivering excellent client service, building strong relations with clients, and consistently surpassing performance. Possess sound understanding on visa formalities, local labor and employee welfare terms. Well-organized and dedicated team player with strong communication, analytical, planning, coordination, problem solving and time management skills. Presently seeking a supervisory role to achieve excellence within any industry.

STRENGTHS

	+
	15 years Gulf experienced professional
	+
	Aptitude in performing administrative functions

	+
	Excellent organizing & coordination skills
	+
	Proven leadership skills & excellent team-player  

	+
	Multi-tasking abilities  with keen eye to detail
	+
	Ability to handle work pressure  effectively 

	+
	Can work independently or in a  team
	+
	Proficiency  in using various computer programs


	
	
	
	
	
	
	

	 
	
	
	ACHIEVEMENTS
	
	
	

	
	
	
	
	
	
	

	· Recognized by employer for honesty, exemplary attitude and consistent excellent performance.
· Showed flexibility in working well in cross-functional teams even under pressure with a good sense of urgency to complete multiple tasks within strict deadlines.

· Recognized as a quick learner who can easily understand and adapt company processes.

· Gained progressive and lengthy work experience with companies in the UAE and India.

· Successfully resolved and recommended solutions on administrative issues and concerns.


	
	
	
	
	
	
	

	 
	
	
	CAREER SNAPSHOT
	
	
	

	
	
	
	
	
	
	


	Admin Coordinator, Euromatech, Dubai, United Arab Emirates 

	Jan 2010 – May 2011

	Secretary/ Office Administrator, East Coast Services, Dubai, United Arab Emirates

	Apr 2006 – Jan 2010

	Executive Assistant, Al Aqili Furnishings, Dubai, United Arab Emirates

	Sep 2005 – Jan 2006

	Administrative Assistant, Weathermaker Ltd., Dubai, United Arab Emirates

	Jan 2001 – Aug 2005

	Secretary, AWM General Trading, Dubai, United Arab Emirates
	Jan 1996 – Dec 2000


	
	
	
	
	
	
	

	 
	
	
	AREAS OF EXPERTISE
	
	
	

	
	
	
	
	
	
	

	Office Administration

· Act as point of contact on administration matters and represent the company to new and existing clients.

· Provide executive level and comprehensive support to all levels and various departments besides working alongside team to meet requirements and accomplish goals.

· Gain knowledge of the organization set up and understanding of the company’s aims and objectives. Maintain confidentiality in all official transactions.  

· Communicate with internal departments as well as all third parties to exchange information, follow up on critical issues, and promptly resolve concerns.  

· Capable of directing and organizing various company events, trainings, conferences or seminars.

· Adept in overseeing and maintain smooth operations with great deal of patience and attention to detail.

· Adopt systematic approach to problem solving and analyze results to implement solutions. 

· Maintain close supervision on the daily function of the staff, ensuring productivity and checking the quality.

· Effective liaison with various agencies, government department, JAFZA authorities on various matters.  
· Experience in carrying out HR administration with knowledge of documentation procedures on visa processing, processing of salary and other company benefits.

· Adept in troubleshooting through narrowing down into pieces and enforcing action.
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	PROVEN JOB ROLE
	
	
	

	
	
	
	
	
	
	

	Admin Coordinator - Euromatech
· Coordinating all aspects of the seminars from planning stage up to effective completion; involved with registration of delegates plus confirmation, preparation of manuals & other documents, logistics, overseeing dispatch and timely delivery of materials to the venue. 

· Liaising with speakers, instructors, and other third parties to ensure all details go smoothly as planned including speaker’s travel schedule.
· Maintaining proper dissemination of information to the clients on timely and effective material deliveries.
· Collecting feedbacks of delegates and sending to internal team for evaluation for further improvement.
· Preparing invoices and coordinating with accounts department for payment.


	Secretary/ Office Administrator, East Coast Services
· Carried out administrative tasks including handling incoming calls, faxes, and customer queries, scheduling conferences and meetings, maintaining office and personnel files. 

· In charge with mail distribution, preparing official correspondence, quotations etc.

· Oversaw purchase of materials and stationeries and efficient usage.
· Prepared work schedules in coordination with supervisors.


	Executive Assistant, Al Aqili Furnishings
· Carried out administrative tasks such as answering incoming calls and customer queries, arranging conferences and meeting, travel bookings, as well as maintaining office files.
· Prepared quotations, invoices, monthly reports and followed up collection of receivables.


	Administrative Assistant, Weathermaker Ltd.

· Responsible for all administrative and office management responsibilities. 

· Processed and disbursed salaries for 100 + employees; computed employee leave salaries, end of service benefits, and maintained personnel records

· Executed visa procedures through MyJAFZA portal. 

· Maintained cash book records, accounts payable and accounts receivable.

· Made local and overseas purchases from L/C through customs clearance and transportation. 



	Secretary, AWM General Trading
Provided support to senior manager and performed general office duties including preparation of vouchers, petty cash management, and inventory control.


	
	
	
	
	
	
	

	 
	
	
	EDUCATION
	
	
	

	
	
	
	
	
	
	

	

	Bachelor of Science (Botany), University of Kerala, India - 1990


	
	
	
	
	
	
	

	 
	
	
	IT SKILLS
	
	
	

	
	
	
	
	
	
	

	Proficient in MS Office Suite, E-mail and Internet applications with typing speed of 50 wpm


	
	
	
	
	
	
	

	 
	
	
	PERSONAL DETAILS
	
	
	

	
	
	
	
	
	
	

	Nationality
	:
	Indian

	Date of Birth
	:
	7th May 1970

	Marital Status
	:
	Married 

	Visa Status
	:
	Transferable Visa (NOC Available) 

	Driving License
	:
	UAE Light Vehicle

	Languages
	:
	English, Arabic, Hindi, Malayalam & Tamil

	Reference
	:
	Available on request
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