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OBJECTIVE

Administrative position that offers me an opportunity to use my computer skills, organizational skills and desire for job excellence in a fast paced challenging environment.
PROFESSIONAL SUMMARY

12 years core experience in Administration and HR with the knowledge of Windows-BASIC Programming,MS Word, Excel,PowerPoint,Internet,Scanning software,Microsoft Outlook,Conference calls,Microsoft Dynamics Great Plains,PC Law,Delta view,Workshare,Worksite and File Site.
EDUCATIONAL QUALIFICATION

PursuingMaster of Business Administration (MBA)

Bachelor of Business Administration –AnnamalaiUniversity,India.

Passenger handling and Customer Service-Emirates Aviation College, Dubai.

Secretarial Course-Oscar Cultural Institute, Dubai(2001-2002)
C.B.S.E 12th Grade – New Indian Model School, Dubai – 2000 - 2001. 

Self Correspondence and Office Procedures.
WORK EXPERIENCE

General Trading L.L.C-As Assistant Admin/HR Manager (May 2009-March 2014)

Job profile:
· Maintain administrative staff by recruiting, selecting, orienting and training employees.

· Implementing Company rules of contact and other company policies and procedures and issuance of disciplinary measures if necessary.

· Establish, maintain and improve evaluation programs, salary structuring and other incentive programs.

· Answerable to interoffice queries and ensures that there is effective communication of operational data to management section.

· Provide support to other departments and organize programs and/or morale boosting activities to employees.

· Monitoring the work of back office personnel and supervising the performance of the subordinates.
· Analyze the attendance and regularity of employees in the organization and recommend personnel action.

M/S Hadef Al Dhahiri& Associates-As Legal Assistant (August 2007-July 2008)
Job profile:
· To support departmental lawyers in day -to- day activities providing legal secretarial services.

· Word processing on large documents - in particular formatting, tracking changes,document merging and comparison.

· Liaise,coordinate and follow up with colleagues on assigned work(s) by department lawyers.

· Audio typing.

· Time entries in PC Law

· Review and amend pre-bill and get approval from the Head of department

· Update client date base.

· Documentation and filing of various project documents.

· Electronic filing of project documents and correspondence in File Site.

· Liaise,coordinate and follow-up with translators on translation work until the receipt of the work.

· Filing and maintenance of Proposals,Legal Opinions,department administration matters (e.g. accounts, conferences etc.)

· Liaise and follow up with outside organizations on publications, conferences,printing and binding, stationery and general matters relating to the department.

M/S Rasmala Investments- As Administrative Officer (January 2007 – August 2007)

Job profile:

· Co-ordinate with insurance company for all staff related insurance policies.

· Liaise with hotels and rent-a-car agents for the best corporate rates available.

· Maintain leave calendar for Dubai office and other Subsidiary offices.

· Responsible for filling all Admin and HR related documents.

· Research and assist with travel and hotel bookings for Board Members,Directors and Partners.

· Update public calendar with staff vacations,travels and meetings.

· Schedule and coordinate appointments for Senior Managers.

· Prepare LPOs in Great Plains, maintain vendor list and generate reports as and when required.

· Coordinate conference calls for Partners with branch offices or outside parties.

· Coordinate and arrange interviews with candidates.

· Liaise between finance department and vendors.

M/S Rasmala Investments- As Admin Assistant (December 2005-December 2006)

Job profile:

· Be available at the reception desk to greet visitors.

· Manage and direct incoming calls as per Rasmala call service standards.

· Coordinate conference and meeting room bookings.

· Update the Rasmala telephone directory.

· Prepare LPOs and check purchase orders.

· Research and assist with travel/hotel/restaurant/rent-a-car bookings.

· Continuously monitor stationery/office supplies and place orders when needed.

· Liaise with courier services-send and receive bills.

· Maintain accurate records of all incoming/outgoing faxes and courier packages.

· Prepare expense claim forms.

· Maintain and update contacts for the Partners by synchronizing with Outlook.

M/S Quest Insurance Brokers-As Receptionist cum Secretary (May2002 - November 2004)

Job profile:

· Attending to the visitors.

· Answering and screening telephone calls.

· Preparing Quotations,Invoices,Receipts etc.

· Customer Service.

· Typing,filing,general office and reception duties.

· Developing and maintaining excellent contact with customers.

· Handling incoming and outgoing document dispatches.

· Independently handling correspondence.

· Follow up on quotations and liaise with clients.

· Responsible for ordering stationery supplies.

· Arranging meetings.
PERSONAL INFORMATION

Date of birth:24-08-1984

Place of birth:           Dubai,U.A.E.

Sex:Female

Marital status:Married

Nationality:           Indian

Visa Status

:          Visit Visa

Driving License:Valid U.A.E. Driving License

Languages:   English, Hindi and Malayalam
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