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OBJECTIVE:

Seeking suitable position where my past and varied experience would be fully utilized in an organizational environment, where making significant contribution to the success of my employer will get me career enhancement opportunities.

EDUCATIONAL QUALIFICATION:

SSLC - 2004 Pudumadam Higher Secondary, Tamil Nadu, India. 
PROFESSIONAL EXPERIENCE:

1. DM HEALTHCARE LLC (Corporate Head Quarter -Aster Group of Hospitals, Medical Centre & Pharmacies)
JOB PROFILE: Sr. Office Assistant – Administration.
TENURE:  Mar 2012 – Mar 2014 
KEY RESPONSIBILITES

· Assumed a lead role in coordinating meetings and events with multiple managers/offices

· Collected cash transmittals from various departments, issued receipts, made necessary deposits and prepared entries to be recorded into the financial MIS

· Conducted admin related research & maintained expense reports

· Competently did support work for the senior managers, performing highly complex administrative functions

· Gathered data relevant to projects for the senior management

· Made necessary arrangements for special guests; received guests in the absence of the administration department manager

· Acting as Back-Up Receptionist, during their absence or when required.

· Monitored office equipment such as computers, phone systems and electronics and coordinated maintenance issues

· With superior interpersonal and customer service skills, handled time-sensitive & stressful situations related to guests, employees and vendors.

· Arranged briefing materials for meetings, proposals, presentations and calls

· Prepared complicated documents and presentations

· Processed and reviewed routine paperwork and entered data into the database

· Maintaining Inventory and documenting the inwards and outwards.

· Handled and distributed all incoming mail to appropriate departments

2. ABU DHABI NATIONAL HOTEL & COMPASS (Feb 2007 -  June 2011)
CONTRACT COMPANY: AL QASSIMI HOSPITAL, Sharjah.
JOB PROFILE: Support - Administration
TENURE: Feb 2007- Aug 2008.

CONTRACT COMPANY: ZAYED MILITARY HOSPITAL, ABU DHABI.

JOB PROFILE: Support - Administration
TENURE: Aug 2008- June 2009.

CONTRACT COMPANY: TAWAM HOSPITAL, Al Ain.
JOB PROFILE: Office Assistant - Administration
TENURE: June 2009- June 2011.

COMPANY: MEDCARE HOSPITAL Dubai.
JOB PROFILE: Office Assistant - Administration.

TENURE: June 2011- January 2012
KEY RESPONSIBILITES

· Maintaining several records, as well as reports

· Keeping an eye on all the actions in the department

· Providing assistance to staff or clients over the phone

· Offering support services

· Creating healthy working relationship with clients and staff

· Management of different logs as well as monthly reports

· Assessing the work of the department

· Multitasking jobs at the same time

· Follow guidelines set by the department in handling faults

COMPUTER KNOWLEDGE:
· MS- OFFICE- WORD, EXCEL & POWER POINT

· Internet Browsing.

DECLARATION : 

I hereby declare that the information furnished are true to best of my knowledge and belief

