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____________________________________________________________________________________

OBJECTIVE:
To pursue a career with a progressive organization that allows me to utilize and expand my skills in a creative and productive manner, offering opportunities for progressive growth.
PERSONAL PROFILE:
· Excellent communication, organizational & administrative skills.

· Adaptable to fast-paced environment with good inter-personal skills.

· Willing and eager to learn new tasks.

· Independent, self-motivated, able to take responsibilities and work well 

under pressure.

PROFESSIONAL EXPERIENCE:
	Working experience with BANK OF AMERICA MERRILL LYNCH, Dubai from June 2006, as Receptionist cum Admin. Assistant.



Job responsibilities:

· Handling incoming calls.

· Greeting & assisting visitors to the meeting rooms & informing the concerned staff.
· Maintaining office staff attendance.

· Sorting & distributing incoming mails/couriers to the concerned staff.
· Handling & maintaining log of all incoming documents.

· Coordinating office supplies – stationery, pantry, toiletry & other admin requirements.

· Coordinating conference room bookings & intimation through email to all staff.

· Arranging transmission through faxes.

· Arranging transmission of mail through E-mail, Courier & Post.

· Coordinating with travel agents regarding travel bookings.

· Assists & coordinates regarding Visa, Labour Card renewal & cancellation procedures for all staff.

· Reconciling courier / suppliers invoices before submission to accounts.
· Maintaining files & records for airway bills of all couriers dispatched.
· Checking & maintaining records of all Account Opening Documents & dispatching the same.
· Distributing fax confirmations to the relevant staff

· Maintaining & Log check payments to vendors & suppliers, contacting them regarding payment pickup.
· Assist & help CSA’s/CSO’s in sorting our client documents & filing the same in client files.

	Worked with SONIA CO. LLC / HOTBRANDS INTERNATIONAL, Dubai from May 2005 – May 2006, as Receptionist cum Office Administrator




Job responsibilities included:

· Handling incoming calls.

· Coordinating with travel agents regarding staff travel bookings.

· Coordinating with Rent a Car company’s regarding bookings.

· Preparing LPO’s for travel bookings & Rent a Cars.

· Maintaining office staff attendance.

· Providing information & assistance to clients & visitors

· Greeting & assisting visitors & informing the concerned staff

· Sorting & distributing incoming mails/couriers/faxes.
· Coordinating conference room bookings & meetings.

· Arranging transmission through faxes

· Arranging transmission of mail through E-mail & Courier.

· Coordinating office supplies – stationery, pantry, toiletry & other admin requirements.

· Record usage & issue of uniforms & stationery items.

· Administer annual maintenance contracts for all office equipment & coordinating their maintenance.

· Coordinating requisitions for uniforms.

· Maintaining files & confidential records.

	Worked with OFFSPRING FILMS, Mumbai from January 2002 – April 2005, as Secretary cum Office Administrator to the Director.




Job responsibilities included:

· Taking dictation & typing. 

· Providing information & assistance to clients & visitors

· Greeting visitors & informing the concerned staff

· Coordinating with travel agents regarding travel bookings

· Scheduling appointments for meetings

· Maintaining files & confidential records.
· Maintaining office staff attendance.

· Sorting & distributing incoming mails/couriers/faxes.

· Arranging transmission through faxes

· Arranging transmission of mail through E-mail & Courier.

· Coordinating office supplies – stationery, pantry, toiletry & other admin requirements.

· Administer annual maintenance contracts for all office equipment & coordinating their maintenance.

· Coordinating general administrative activities & looking after employee welfare.

	Worked with REGENT PALACE HOTEL, Dubai from July 14 – November 30, 2001, as Executive Sales Secretary. (Visit Visa)




Job responsibilities included:

· Typing. 

· Scheduling appointments for meetings

· Providing information & assistance to clients & visitors

· Maintaining confidential records & files.
· Maintaining office staff attendance.

· Arranging transmission through faxes

· Arranging transmission of mail through E-mail & Courier.

· Coordinating office supplies – stationery & other admin requirements.

· Sorting & distributing incoming mails/couriers/faxes.

· Record usage & issue of stationery items.

	Worked with SHROFF PUBLISHERS & DISTRIBUTORS PVT. LTD., Mumbai from September 2000 – July 2001 as Secretary to the Director & General Manager. 



Job responsibilities included:

· Taking dictation & typing. 

· Coordinating with travel agents regarding travel bookings

· Scheduling appointments for meetings

· Attending telephone calls

· Maintaining confidential records & files
· Maintaining office staff attendance.

· Sorting  & distributing incoming mails/couriers/faxes 
· Arranging transmission through faxes

· Arranging transmission of mail through E-mail & Courier.

· Coordinating office supplies – stationery, pantry, toiletry & other admin requirements.

	Worked with TV TODAY NETWORK, Mumbai from September – December 1998 as Secretary to the Director. (Temporary)



Job responsibilities included:

· Taking dictation & typing. 

· Coordinating with travel agents regarding travel bookings

· Fixing appointments for meetings

· Attending telephone calls

· Maintaining confidential records.

· Maintaining files

· Sorting & distributing mails 
· Arranging transmission through faxes

· Arranging transmission of mail through E-mail & Courier.
EDUCATIONAL QUALIFICATIONS:

· Completed Graduation through Mumbai University in the year 2000.

· Completed Higher Secondary Certificate Examination through Mumbai 

University in the year 1995.

· Completed Secondary School Certificate Examination through Mumbai 

University in the year 1993.

PROFESSIONAL ACHIEVEMENTS:

· Certified EXECUTIVE SECRETARIAL Course through ‘CLARES INSTITUTE’  

Mumbai

· The course comprises of Shorthand, Typing, Practical office routine work, Filing 

and Dispatching, Telephone operating, Business Correspondence, Accountancy, 

Public Speaking & Personality Development.

COMPUTER SKILLS:

· Knowledge of Microsoft Office Packages like MS Word, Excel.

· Extensive usage of Email & Internet.

LANGUAGE SKILLS: 

· Spoken – English, Hindi and Marathi

· Written – English, Hindi and Marathi

PERSONAL DETAILS:
Date of Birth

:
April 14, 1977

Marital Status

:
Married
Nationality

:
Indian

Visa Status

:
Employment Visa (NOC Available)
