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OBJECTIVE

To obtain a position that will enable me to use my strong organizational skills, educational background   and to effectively apply myself in a manner that positively benefits the organization’s goals and objectives and contributes towards my career development.
CAREER SUMMARY
 Master of Business Administration with experience of reporting and management accounts and working directly with suppliers.
PROFILE
· Have 1 & half year experience in the field of accounting and administration in UAE.
· Have knowledge of working in computerized accounting software using Tally ERP 9.
· Energetic and capable of working independently and a good deal of autonomy.

· Have excellent time management skills & can meet the deadlines without compromising on quality.

· Highly dependable & can prioritize and organize tasks.

Areas of Expertise
Team supervision       Inventory management
Office administration     Purchase
PROFESSIONAL EXPERIENCE
OFFICE ADMINISTRATIVE   in Plan B Advertisement LLC
Areas of responsibility:

· Answering telephone calls

· Transferring phone calls

· Greet and Assist all visitors

· Assist in document filing

· Monitoring and ordering of office pantry supplies

· Handle Utility bills of the company

· Ensure cleanliness of the Office

· Administration of services and maintenance of all company vehicles

· Handle other administrative duties and responsibilities

· Link between all the departments

•     Manage multi-company switchboard, routing calls as appropriate 
•     Receive incoming courier packages and prepare outgoing packages 
 •   Greet all visitors by offering refreshments, inform the appropriate staff of their arrival

· Keep mailroom/kitchen tidy including loading and unloading coffee area dishwasher and making               sure coffee is fresh for employees and guests 
· Open and close reception, responsible for locking doors at the end of the day
· Prepares the Labour Time Sheet on Daily Basis & Invoicing Accordingly.
        Inventory Management 
        Areas of responsibility:

· Enquiry for Quotations of Price and Quantity  of product from different suppliers.

· Prepare the LPO accordingly.
· Placing Material Orders to Suppliers according to the requirement.
· Arranging the Quick Delivery of material.

· Physically verify the Quantity  Received.

· Check the material & valid documents on actual delivery of goods.

· Maintaining the Minimum Material Stock Level.

· Full reporting based on Inwards and Outwards of Material.

· Analyzing the Invoices & the vouchers with their supporting documents according to the raised LPO and submit to accounts.
· Costing of Material consumption.

· Prepare Full report of consumption of Material with costing Sheet at the End of month. 

· Orders office supplies and necessary equipments  as authorized by the management.
EDUCATION

Master of Business Administration (post graduation) with 82% marks from PTU  in 2011
Bachelor of Commerce (graduation) with 60% marks from GNDU in  2009
COMUPTER SKILL
●   Microsoft Office (MS Word, MS Excel , Power Point & Outlook)

          ●   Complete Internet & Email Knowledge.

SOFTWARE EXPERTISE
Basic Knowledge of Tally ERP 9




KEY STRENGTH
●   Well organized & disciplined

●   Self Confidence

●   Patience & Ambitious

●   Always looking forward to gain more knowledge

●   Good leadership skills

PERSONAL PROFILE

	Date of Birth:

                   12th July, 1988
Marital Status:                                   Married
Visa Status:

                  Employment 
Languages:

                  English, Hindi ,Punjabi

Nationality :                                       Indian
	


