Geneieve. 

Contact:  Mobile: Whatsapp +971504753686 / +919979971283


 
Email:  geneieve.140086@2freemail.com 
CAREER OBJECTIVE
I am seeking a challenging position, which I can associate with a progressive and professional organization, while providing the opportunity to apply my academics, skills and experience towards the optimum growth of the organization. 
CAREER SUMMARY

Landmark Group Dubai, UAE
Administration Coordinator
 





Jun 2012 –Till Date
Job Purpose: - To provide effective and efficient HR and administration assistance and support by undertaking a variety of tasks to all sections of the department. 
Administration
· Manage bookings and cancellations of all meeting rooms including maintaining a meeting room log to track and monitor bookings of all meeting rooms.
· Manage the reception (answer incoming calls, greet visitors, receive deliveries, arrange courier’s services. 

· Manage and maintain dairies of senior Manager (meetings, travel, visas).

· Coordinate with management in planning and organizing events and activities

· Coordinate and maintain records for staff office space, phones and office equipment.

· Manage and undertake a weekly inspection of the inventory for stationery and pantry, and place orders for replenishment every month.
· Provide administrative support/assistance IT procurements and other office procurements within internal departments; liaise with external vendors on orders placed and to provide support/assistance to staff as requested.
· Update the inventory for office devices and supplies; maintain the updates of orders & Invoices for goods & services procured.
Travel Coordination

· Liaise with travel management agencies to book flights and hotels for all employees

· Assist all employees with required hotel bookings (as per their entitlements) as well as ensure hotel confirmations are sent to employees well in advance of their travel dates

· Processing Visa for Vendors, clients and staff for all business travel.
HR Responsibilities

· Participate in recruitment process as per instructions from HR Manager.
· Schedule job interviews and assist in the interview process.
· Make administrative arrangements for new employees including desks, phones and business mobile phones, business cards, access cards and other stationary and equipment (as per employee eligibility). Responsible to open bank account for new joiners.
· Maintain and update all employee files (Employee data, Petty cash expenses, Reimbursement, attendance, time sheets, leaves) for all new staff
· Coordinate with all managers for training activities and responsible for booking conference room and provide equipment to trainer during their training session, and maintain training records of all employees.
 3 Global Services - India

Senior Customer Relationship Associate 

Sep 2006 - Apr 2009 and May 2010 – Mar 2012
Job Purpose: - Responsible for customer service duties including Phone Assistance with customer queries, problem solving and providing detailed information.
· Ensuring customer servicing for 3 Phone contract through Phone.

· Responsible for customer accounts & payment.

· Helping customer for their payment related issues without effecting Companies Revenue.

· Improving customer service based on client feedback through the development of new policies and procedures.
· Successful customer account retention record.
Airline Service Center India -   
A well-established and leading name, Wholly Owned Subsidiary of Etihad Airways (Captive call center of Etihad Airways).
Client Relation Executive
   
May 2009 – Apr 2010    

Job Purpose: - To Update and manage accurate date and enter information on to records maintained so that Departmental MIS is managed effectively.
· Create Bookings for guests, Assist in change /cancellations, fight information, guest Program, other related services offered by Etihad Airways and resolve other queries.

· Ensure that telephone calls or direct customer requests are answered expeditiously, courteously, respectively and in accordance with laid down customer service standards actioning enquiries concisely and efficiently to promote and contribute towards the highest standards of customer service and reputation of the department/company.
· Provide back up and support in other operational areas when requested by Supervisors to help overcome operational peaks and/or disruptions thereby contribute to overall efficiency and objective attainment.
· Update Flight Handling Reports utilizing received/generated information to ensure that all supporting and substantive documentation is available.
EDUCATION QUALIFICATION & TRAININGS

· Graduate
:
B.A. from Swaran Mukt Shiksha Peethi University Jun 2008  


· Educational
:
HSC from Maharashtra State Board in Feb 2005

                              

(Sophia College Peddar Road)

SSC from ‘Maharashtra State Board in March 2003 (St. Joseph Convent High School Bandra West)                           
COMPUTER KNOWLEDGE

· Well versed with Computer Software and have hands on experience in MS Office, which Includes MS Word, Excel, Presentations on Power Point.

· Proficient in Oracle and SAP applications used at Landmark Group
STRENGTHS

· Honest, Hardworking and Meticulous in finer Details.

· Excellent Communication skills.

· Efficient Time Management. 

· Team Player and an able Team Leader.

PERSONAL DETAILS

Date of Birth 
    
-
16thNovember 1986
Nationality              
-
Indian

Civil Status              
-
Single

Visa Status              
-
Employment Visa

Languages Known 
-
English, Hindi, Marathi and Konkani
REFERRALS
Available on request

Declaration

I, hereby acknowledge that all the information furnished above is true and authentic to the best of my knowledge.
