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CAREER OBJECTIVE
To effectively contribute towards the goal of the organization in a challenging and creative environment and to effectively strive to contribute and exceed expectations; continue to learn and enjoy work.
WORK EXPERIENCE  

August 2014 – Present   Hamad Al Riyami Dewatering Works, LLC.
The principal business operation is ground water control in the construction industry and works as a partner, a provider of designing solutions, a Well Point & Deep well dewatering subcontractor or a pump rental provider.

Designation: Office & Administration/Management Trainee/ Accounts Trainee.
Job profile
· Coordinating the sales team, focusing mostly on managing schedules.
· Preparing the quotations and follow up.
· Confirm sales orders & responding to sales queries via phone, e-mail and in writing.
· Tracking sales orders to ensure that they are scheduled and sent out on time.

· Carrying out administrative tasks such as data input, processing information, and filing documents.

· Liaising with customers using clear and professional language.
· Preparing purchase order, seeks approval and posting them.

· Works on variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., 
·  Prepares and maintain presentations, records, spreadsheets and databases.
· Attending meetings and preparing MOM.
· Referring HR related issues to senior HR staff.

· Coordinating with departments for their recruitment needs by liaising with consultancies/ advertisers.

· Set up interviews and issue relevant correspondence.
APTITUDE 

· Strong communication & interpersonal skills.

· Willingness to learn, team facilitator, hard worker.

· Comprehensive problem solving abilities.

EDUCATIONAL QUALIFICATION
Bachelor of Commerce (with E-Commerce):  Bharithiar University in 2011- 2014
Higher Secondary Education:   Our Own Indian School, Dubai - 2011.
COMPUTER SKILLS
Microsoft Outlook, MS-Office, Visual Basic 6.0, C++ , Java &  Right to ERP (ERP Software).
Personal information 

Nationality

: Indian

Date of Birth

: 21/07/1993

Gender                                            
: Female

Marital Status

: Single
Visa Status

: Residence VISA (Mother’s sponsorship)

Language spoken                          
: English, Malayalam, Tamil, Hindi and basic Arabic.
