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CAREER OBJECTIVE

I seek to build on my extensive range of skills through a suitably challenging role. I am keen to achieve further professional development, apply exceptional experience to drive growth by optimizing organizational structure and delivering excellence.
PROFESSIONAL EXPERIENCE

EUROSTAR COMMUNICATIONS LLC, Dubai - UAE
OFFICE COORDINATOR - LEGAL, APRIL 2013 – PRESENT
Cross Verifying Trade Mark Records with our Associates Searching New Trade Marks in Ministry of Economy 
Renewing Trade Licenses in Dubai Economic Department 
Registering documents such as Agreements and Power of Attorneys at Public Notary Renewing and Applying for Broker ID Cards in Dubai Land Department 
Keeping a track record of payments for Lawyers 
Filing complaints for cheque bounce cases in police station 
Filing all the original Agreements, Certificates, Trade Mark documents and all other documents in system with digital access. 
EUROSTAR FACILITIES MANAGEMENT LLC, Dubai - UAE
OFFICE COORDINATOR, MARCH 2012 – APRIL 2013
Preparing Monthly Time Sheets 
Managing Client and Vendor Records Procuring Vendors for FM Services 
Handling accounts for Mechanical, Electrical and Plumbing works 
Scheduling the Pest Control, Water Tank Cleaning and Façade Cleaning Services Preparing SLA’s for FM and AMC (Annual Maintenance Contract) services 
Follow up on payments from Clients 
SANTA FE RELOCATIONS, Pune - India
OFFICE COORDINATOR, JULY 2009 – February 2012
Complete responsibility of maintaining book of accounts Managing client records as per ISO standards 
Handling assignments such as: FRO Registration Visa Extension 
Residential Permit Extension Area Orientation 
Home Search 
Educational Assistance Lease Negotiations 
Settling In 
Neighbourhood Familiarity Departures 
Lease Renewal 
Tenancy Management 
BRACO ELECTRICALS, Mumbai - India
OFFICE COORDINATOR, MAY 2005 – SEPTEMBER 2005
Complete responsibility of maintaining book of accounts Data entry 
Maintaining stock of goods 
EDUCATION

Degree:
Masters in Economics - 2009 
Bachelor of Arts in Economics - 2007 
Diploma:
Business Information Systems Management - 2010 
Oracle (PL/SQL) - 2010 
Oracle9i – Database Administration Fundamentals – I - 2009 
UNIX Essentials Featuring Solaris 10 - 2008 
SQL Server 2008 – First Look Clinic - 2009 
Visual Studio 2008 – First Look Clinic - 2009 
International Certifications (2009):
Microsoft Certified Technology Specialist (MCTS) 
MCTS: .Net Framework 2.0: Windows Applications 
MCTS: .Net Framework 2.0: Web Applications 
MCTS: SQL Server 2005 
TECHNICAL SKILLS

Microsoft Office: Word, Excel, Outlook, Powerpoint and Access 
Oracle SQL 
PERSONAL TRAITS

I am a young, exuberant, creative and vibrant person, with a positive attitude. Am accomplished self-learner, with an insatiable hunger for knowledge.
ADDITIONAL INFORMATION

Date of Birth: 26th December 1986
Nationality: Indian
Languages: English, Hindi and Sindhi.
Hobbies: Cooking, Travelling, and Listening to Music.
References: Available on request.
