Bhawana  
Career Objective
To obtain a suitable position in a company offering a variety of challenges and responsibilities where my skills and abilities can be fully utilized.
Summary
· Ability to provide secretarial support to a multifaceted team.
· Experienced at typing of letters, reports, etc. faxing, sorting and distributing post and taking minutes if required.
· Analytical and problem solving skills, good decision making skills, effective verbal and communication skills.
· Good computer knowledge and word-processing programs.
Work Experience
4 Receptionist cum Office Assistant From Julyi99-July'14
AL RAMS, 40 years old company, distributor of well-known consumer electronics, home appliances, IT and telecom products of reputed brands. The company has its presence in the Middle East and Iran.
Job responsibilities include:
· Provide assistance to the Chairman by ensuring a proactive administrative & marketing support which results in effective Time Management, Co-ordination, Independent correspondence and managing multiple priorities.
· Commit time in making appointments; maintain daily calendar; maintain itinerary; make travel and hotel arrangements as required, Co-coordinating with various consulates for Application of Visas.
· Ensure all appropriate credentials, invitations, agenda and attendance for various internal & external meetings on a daily basis.
· Compose correspondence from verbal instructions of the MD to liaise between management levels within the division, organization, and dealers.
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Job responsibilities (contd.)
· Open and Screen mails, mark important part of instructions, organize mail according to priorities, maintain control of correspondence flow through MD's office; insure that report deadlines are met and all information distributed is complete.
· Maintain effective documentation, regularly review, update and ensure all documents can be readily retrieved.
· Receiving purchase invoices, entering in tailor made systems (developed both in FoxPro and Oracle), checking of delivery orders for signing of L/C documentation after shipment, submission of signed D/O's to suppliers for L/C negotiation, creating product codes, filing and coordinating with suppliers. Answer telephone calls & distribution of faxes.
Receptionist / Computer Operator
From Aug'96 - June'99
Arvind Deshraj & Associates New Delhi, India - A reputed Architectural Company
Job responsibilities include:
· Handling the PABX Board, making quotations, faxing, filing, dealing with various clients and data entry
Educational Qualification
· Bachelor of Arts from Delhi University, India (one paper yet to be cleared)
· 10+2 from Govt. Girls Senior Secondary School, Vivek Vihar, Delhi, India.
Professional Qualification
· Diploma in Computer Course (1995 - 96) from Kurukshetra College, New Delhi, India.
· Certificate Course in Computer Applications (1999) from International Computer
Institute, New Delhi, India MS-Office'97 & Windows'98
Personal profile
Husband's Name Visa Status Date of Birth
Husband sponsorship 25th Nov 1976
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