CV No: 881472
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686 

OVERVIEW

· Graduate in Commerce

· Typing Speed of Computer and Electronic Typewriter - 60 W.P.M

· Over fourteen years of experience  in Secretarial, Accounts, Shipping/logistics Customer Relations & Administration functions and out of that eight years of experience in UAE alone.

· Well versed in MS Office packages & Computerized Accounting (DACEASY) & latest office automations

· Good at soft skills

AREAS OF EXPERIENCE 

Accounting Functions

· Opening of L/C and up to its finalisation

· Preparing weekly and monthly stock movement summary & aging report of the product

· Verification of inflow and outflow of stocks

· Monthly accounts preparations

· Assisting in preparing Balance Sheets and Financial Report 

· Handling Petty Cash

· Manual / Electronic Manifesto, D/O

· Follow-up for outstanding payments/receivables from Buyers/Sellers

Secretarial Functions

· Diary management & scheduling appointments

· Travel arrangements including visa and ticketing

· Registration for international conference & seminars

· Independent Correspondence (Inter Office & External)

· Arrangements of Meetings

· Powerpoint Presentations

· General Office Administration

· Minutes of Board Meetings & General Meetings 

Shipping/logistics
· Quotations & all documents related to shipping/logistics
· Customer relations and support

· Preparation starting from sales contract upto complition of  shipping documents.

· Follow up with the shipper related to shipment details.

· Preparing all the related shipping documents and forwarding the same to consignee.

· Regularly following up  with the shipping companies for any booking of containers to know the freight charges etc.,

EMPLOYMENT RECORD

Executive Secretary/Accounts Assistant


     April 2004 till date

Trading Co (L.L.C.), Dubai

Venture Cigarettes (L.L.C.), Dubai

Specific Assignments: Preparing weekly and monthly stock movement summary & aging report of the product.  Reporting to the management about the status of branch activities and veritification of all payments. 
Preparation of all shipping, import/export documents and  follow up with Bank and Accounts handing.

Secretary (Worked with 24 professional staff) 

     April 2002 – March 2004

Dubai Community Health Centre, Dubai

Secretary / Co-ordinator        




    March 1998 – March 2002

West Asia Management Consulting House, Dubai

Customer Co-ordinator        




     April 1992 to Oct 1997

Charminar Co-operative Urban Bank Limited, India

EDUCATIONAL QUALIFICATIONS

Academic

B.Com., from Osmania University, 1992

Professional
Computerized Accounting course using DACEASY, Dubai
Customer Care Course from Professional Management Trainer, Dubai

MS-office course from Singma Institute – Hyderabad, India      

PERSONAL STRENGTHS

· Good / Confident communicator (Personal / Telephone) 

· Fast / Good Learner

· Team Player

· Good decision maker

· Well versed with the marketing concepts

PERSONAL DETAILS

Date of Birth

1st January 1972

Visa Status

UAE Residence Visa (Husband’s Sponsorship)







