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Dedicated Administration Executive, with over 10 years of detailed and confident experience in the administration stream. Great problem solver and can effectively manage time and multi task. 
Great co-ordination skills with outside vendors/offices and efficient inventory skills. Enthusiastic leaner, looking to enhance and upskill my existing knowledge with ability to train and impart my learning’s to new joiners’.
· Areas of Expertise
	Customer Service 

Complaint Handling & Resolution                   


	Innovation              Negotiation Skills
	Teambuilding & Training

Vendor Management




WORK EXPERIENCE
· Continental Carpentry & Decoration Est. Dubai, UAE
Jul. 2015 – Dec. 2015
Administration Executive.
· Recording and tracking employee attendance

· Reporting monthly data to Payroll for Salary processing
· Tracking and maintaining employee leave data
· Processing WPS Salary  for all the employees
· Monthly payments of various facility/utility bills.

· Handling and sorting HR related queries.

· Rizvi Law College - Mumbai, India 
Nov 2009 till Jun 2015. 
Admission In-Charge.

· Supervising overall examination activities
· Co-ordination and liaising with Mumbai University 
· Handling student admissions
· Preparing  & Issuing Mark sheets
· Issuing Transfer/Bonafide and Leaving Certificates
· Handling and sorting student grievances

· Managing all other administration activities
· Caretel Infotect Company Ltd - Mumbai, India 
Apr. 2006 till Oct 2009 
HR Assistant 
· Recording and tracking employee attendance

· Reporting monthly data to Payroll for Salary processing
· Tracking and maintaining employee leave data
· Processing PF forms  for all the employees
· Monthly payments of various facility/utility bills.
· Handling and sorting HR related queries.

· Rover Writing Instrument - Mumbai, India 
June 2004 till March 2006 
Administration Assistant 
· Handling Client Calls
· Maintaining petty cash expenses
· Fulfilling administration requirements
· Recording and tracking employee attendance

· Monthly payments of various facility bills
· Co-coordinating with various vendors
EDUCATIONAL QUALIFICATIONS:
· Passed TYBA (Economics)  from Mumbai University in April 2004
· Diploma in Computer Education (MS Excel, Word, PowerPoint, Email)
Computer skillset: 
· In-depth working and application knowledge of MS Excel 
· Working and application knowledge of Windows8 operating system.
PERSONAL DETAILS:
Date of Birth:
 
 
2nd December, 1981
Languages Known:
 
English, Hindi & Marathi

Interests:

 
Travelling and listening to music
Visa:                                                 Residence (husband’s sponsorship)

REFERENCES:
Available upon request.
	
	


