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   164270@gulfjobseekers.com
Executive Administrative Secretary 

Target Job Title:  Looking for suitable post  for  Executive Admin  Officer ,HR Assistant ,

Administrative Secretary or any other relevant Vacant Post.
Target Job Location: Dubai, Abu Dhabi

Good interpersonal Skill, Secretarial, Customer service oriented. 
Confident and eager to learn new things for new achievements. 
Administration and Secretarial Skills ,  Learning oriented. Good Interpersonal Skills, Customer Service, Public relations & Secretarial Services. 
Effective working ability on Email & Internet and Ms-Words, Hardworking Teamwork, flexibility. 

Target Monthly Salary: AED 5,000 above
Career Level: Mid Career 

Notice Period: Immediately 


•prepare and manage correspondence, reports and documents

•organize and coordinate meetings, conferences, travel arrangements

•implement and maintain office systems

•maintain schedules and calendars

•arrange and confirm appointments

•organize internal and external events

•handle incoming mail and other material

•set up and maintain filing systems

•set up work procedures

•communicate verbally and in writing to answer inquiries and provide information

•liaison with internal and external contacts

•coordinate the flow of information both internally and externally

•operate office equipment

•manage office space



 at EFCO Cement Products llc
 Location: Dubai, United Arab Emirates ,Dubai Investment Park 1
Company Industry: Manufacturing and Production
Job Role: Administration cum HR Assistant

February 2014 -  April  30th 2015 Handling Telephonic Communication, Preparing Attendances for all the sites labors, Assisting General Manager/ Draughtsman in their daily works as per their needs,. Drafting correspondence, managing the HR files of labors and staffs, Coordinate  with PRO for the processing of New Visa, Visa Renewal and Medical Insurances etc . 
Manage over all Secretarial duties, providing efficient customer service.

Handling all purchase procedures, sending RFQ’s, Quotation and LPO till the end of Delivery .Follow up with the Suppliers for the Materials deliveries on the site .
Cross checking Invoices of the Suppliers to prepare the payment with cash or cheques. 

Overall Administrative and Secretarial and HR Assistant duties to be performed.


at ELENCO EMIRATES GROUP ( Joinery Division) 

Location: United Arab Emirates 
Company Industry: Manufacturing and Production
Job Role: Secretarial Cum Admin 
January 5th ,2012 - August  17th ,2013 
Responsible for handling petty cash, maintain file of petty cash, correspondence of the projects ongoing, new inquiries for new projects, suppliers to be maintain. Maintain dairies of Operation Manager for his daily schedule. 

Maintain staff and labors files, Organize the vacation leave forms, duty joining letters, and forms for labors and staffs. (1-50 labors in division including staffs), Correspondence, Liaison with Accounts and HR department concerning labors and staffs of the Division. 

Follow up for the payment, deliveries, project documents, Assist operation manager on his daily official activities and make schedule and follow up. Follow up for the division account receivables send from Head office with the clients for the payment & Co-ordinate with Account Department. 

Follow up with head office on different matters and assistance with HR and Account dept (Head office) as need . Maintaining regularity of the emails outgoing and incoming, faxes and forward to the concerns (Draughtsman, Storekeeper, Operation manager etc). 

Request for the Stationeries with Head office, co-coordinating with stationary shop and make ensure for all the requested Stationeries receiving. 
Co-ordinate with GM (General Manager) for the final approval signature of Division Documents related to Accounts, HR etc.

at POURAKHI Nepal, An NGO (UN Women ) 
Location: Kathmandu ,Nepal 

Company Industry: INGO Affiliated  (UN Women)

Job Role: Administration (April 20th 2010 to October 16th 2011)
Reporting to the Director  & President.
Worked as Administrative officer

To maintain liaison relationship with its Embassies and Consulates for paralegal cases esp. GCC Countries Lebanon, Kuwait, UAE, Qatar, Malaysia for the safe rescue of  female and Male  Nepalese Migrant Workers 

Prepare departmental correspondence, documents, schedule and coordinate meetings and appointments
Assist Finance officer on need basis for logistic arrangement for different programs, preparing invitations & delivering to the invitee, preparing the draft of program, schedules. 
Prepare Documents, letters for official bodies relating to concern labor, Finance, Foreign Affairs Ministries stakeholders and Organizations during programs.
Work Closely with Foreign Ministries, Labor Ministries and Chief District offices over  Nepal .
Assist in Renewable process of organization to Finance Depart and assist director prepare Annual Report of the organization.
Prepare Invitation for the Media Group for the program ,Coordinate with Governmental, Foreign Stakeholders Bodies and Local Stakeholder for the Program Agenda .Prepare overall Management of the Program/


 at  Third Eye Media Pvt. Ltd 
 Location: Kathmandu ,Nepal 

Company Industry: Media Cable Network (Zee TV )
Job Role: Front office Receptionist 
 Reporting to the Director
Worked as Front office  Receptionist from 2004 A.d August 17th to 2005 April 12th  on Front office

Assist on office systems and liaison with cable operators clients.
Receive calls, Entertain visitors, follow up with cable operators for decoder’s maintenance

and supplies .Dispatch the letters and invoices to the cable operators .

Customer-service oriented . Prepare Correspondence coordinating with Cable operator for new schemes all over Nepal .

Liaison with Government of Information and Media for the renewal of the Cable Operations

and  all Administrative works.

at  Third Eye Media Pvt. Ltd 

Location: Kathmandu ,Nepal 

 Orbit Educational International Consultancy 

Job location : Kathmandu Nepal 

Company Industry: Education Consultancy

Job Role: Document Controller 
 Reporting to the Department Head 

Worked as Document Controller from 2005 May 1st to 2006 July 22nd on Abroad Studies Department 

 Disseminate information to the Students about the Abroad Studies related to the country they wish to go for abroad studies.

Disseminate the information about Education University, college Academic Structure and Fee Structure 

Process for the Initial Phase of Approval for the Session coordinating with the Colleges and Universities abroad .
Assist for the filing of the document and follow up the process with abroad colleges and Universities for the pre approval etc.

Manage the Fee Cheques and Deposit to the bank  ,Arrange Consulate & Embassy Papers for each students  and Authorization paper from the concerned department .

Reporting to the Managing Director 

at  Continental Financial Services (- Himal Remit 2008-2009,Authorized Agent for Himalayan Bank, Nepal)

Location: Kathmandu ,Nepal 

Company Industry: Finance 

Job Role: System Operator 
Worked in Software of  Himal Remit for remittance service and liaisons with Agents of remittance all over Nepal of Himal Remit .Coordinate with all the Money Exchange Agents Locally and GCC Countries for the smooth running of the services. Verify the Amount with the Agents for the payment to the beneficiary on the basis of  Citizenship ,License or Government ID Cards.

at Padma Kanya Campus,Tribhuwan University
Location: Kathmandu Nepal 
Completion Date : January 2010
Grade: 60 out of 100 
Master Degree in Rural Development with Elective Gender 

B.A Elective Specialization  : English Major

M.A Specialization: Rural Development

M.A Elective: Gender, Co-operative


Secretarial :
Level: Expert |  Experience: 5 years or less  |  Last Used: 1 month or less 

Customer Service :
Level: Expert |  Experience: 5 years or less  |  Last Used: 1 month or less 

Administration :
Level: Expert | Experience: 5 years or less  |  Last Used: 1 month or less 

Level: Expert | Experience: 5 years or less  |  Last Used: 1 month or less 

Human Resources :
Level: Excellent | Experience: 3  years or less |  Last Used: 1 month or less 

English Language: Fluent in Reading ,Writing and Spoken in Professional Manner.

Hindi Language :  Reading, Communicative 

Urdu Language : Communicative 

1. Basic course- Windows Package: Ms-Word, Ms-Excel, PowerPoint, PageMaker, E-mail Internet from Institute of Information Technology Kamaladi Kathmandu Nepal.

2.  High Standard Interpersonal Skills, Communication Skills, Information Technology Skills etc.
3. Dissertation of Master Degree subjected to” Foreign  Labor Migration and Impact on Economical Conditions in Nepal “
Target Job :





  Objectives :





Major Duties and Responsibilities:





Total Experiences : 5 years 9 months 





Job Title : Executive Administrative 





Job  Title : Division Secretary ( Joinery Division )





Administrative Officer  cum Media Person :





Front office Receptionist :





Document Controller (Abroad Studies):





Remit   System Operator :  





Highest Qualifications :





      Skills Gained :





Language  Proficiency : 





Training/Participation/Achievement/Research Work/Project: 











