· Gulfjobseeker CV No: 1376004 
To interview this candidate call 971505797566

Or email us back filled up Vacancy Form

         http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
Objective:
Seeking to build a long term career profession which being able to utilize my strong organizational, educational and exceptional skills.
Professional Summary:

Adaptable and high energy professional over six years of experience in the field of Executive support/HR and Administration.

CORE COMPETENCY

Time Management/Administration/Executive support/Service level Agreement/Secretarial skills/Employee Relations/Dispute Resolution/Database administration.
Work Experience in Gulf
Working as an Executive Assistant to HR Manager and Admin with M/s Rocky Real Estate L.L.C, Dubai.  A truly challenging experience with a very professional company leading the Real Estate company in Dubai for the past 3 years four months.  From 05.10.2010 till Present.
​General:
· Excellent experience in HR functions and office administration.
· Adept at handling day to day activities in co-ordination with internal / external departments for smooth business operations.

 
 Administration

· Assistant to HR Manager and General Manager
· Handle office works, public relations and internal-external coordination duties in the organization
· Word Processed correspondence in MS Word and email

· Created, Performed data entry, and maintained Spreadsheets in MS Excel 

· Supported staff in Engineering, Estimation and Fabrication

· Administrator of Health & Life Benefits
· Applying the visa for the New Employee and visa renewing for the Old Staff.
· Maintained Employee Files - New Employee

· Contract Processing and Filing

· Requisitions, Rental Equipment 
· Overall supervision of day to day affairs of administration department.
· Preparation of documents for visa/ residents card etc of expatriate employees. 

· Arranging necessary medical facilities for employees.

· Keeping employees’ attendance registrar.

· Preparation and maintaining of stationery requirement.

· Independently manage the functions of administration department.
· Issuing offering letter.
· Responsible for all the legal formalities pertaining to the employee as per the law.

· Prepare HR progress reports.

· Maintain and updated staff documentation record.
Work Experience in India

Employed as a Sales Representative at Reliance Board Band Services for 2 Years.

Responsibilities handled 
·  Managing the sales process for new prospects, from initial contact through to closure. 

·  Dealing with customer enquiries face to face, over the phone or via email. 

·  Contacting prospective customers and discussing their requirements. 

·  Achieving all revenue targets & objectives in line with the Area Business Plan.

·  Working closely with the marketing team to produce any sales collateral required for 

the target market. 

·  Reporting business trends and area performance to the National Sales Manager. 

·  Developing & maintaining successful business relationships with all prospects.

·  Identifying what customers want. 

·  Planning and organising the day to ensure all opportunities are maximised.

 Developing a full understanding of the business market-place.

 EDUCATIONAL QUALIFICATION:
· Passed SSC from Farah High School Chanchalguda Hyderabad. 

·   Passed HSC from SIS Vocation Junior College Malakpet Hyderabad.

·  
  Perusing 3rd year B.com from Dr. Ambedkar Open University Hyderabad
SOFTWARE SKILLS:
·    MS Office - MS Word, MS Excel, MS PowerPoint,

·    Internet 
·    Installation of all Software, Hardware and Troubleshooting
·    Windows XP, 2000,2003 & 2007
Areas of expertise:

· Hard Work and committed
· Proficient in Time Management skills

· Result Oriented with good communication, presentation & interpersonal skills, an efficient team player.

· Excellent Knowledge of company products, pricing practices, selling skills

· Ability to work in a team or as in individual
I hereby assure that the information that has been provided above is true to the best of my knowledge.
