Josephine.258051@2freemail.com 
Visa Status: 

Husband Visa (Transferable)   
- KEY EXPERTISE -

   
Office Administration 
Maintaining Interpersonal relations
Staff Accountant
Pay Roll
Recording and maintaining - Minutes of meeting
Planning 
Reporting
Work Experience 

Company Name 
: - AMRB – ADVERTISING AND MARKETING RESULTS AL BAHETH 
   
    Designation

: - Administration assistant + Accounts (including Data Entry) 
Period


: - March 2012 to August 2015

Job Responsibilities:
· Checking time sheets and preparing payroll sheet based on monthly attendance report.

· Processing and analyzing raw data into reports for Senior Managers.

· Compile and analyze financial information and documents to prepare books of accounts.

· Maintain day book and ledgers

· Maintain petty cash and accurately record cash transactions

· Prepare Income statement and Balance sheet 

· Prepare cash & fund flow statements, projected and provisional Balance sheets

Company Name 
: - PRODESIGN ADVERTISING LLC 

Designation  

: - Admin + Receptionist
Period


: - September 2011 to February 2012
Job Responsibilities:

· Meet and greet clients and ensure they are comfortable

· Answer the main phone lines and operate the switchboard

· Answer inquiries and advise accordingly

· Receive and respond to all communications
· Liaise with Managers, ensure reception area is tidy

· Arrange appointments

· Perform basic bookkeeping, filing, and clerical duties

· Take and relay messages to the involved parties - buyers, sellers, internal and external parties.

· Update appointment calendars and notify the involved parties to ensure smooth operation of the business
· Handle office supplies
· Make overhead announcements throughout the office.

· Inform executives of visitors and appointments.

Company Name

: -GAS TURBINE RESEARCH ESTABLISHMENT

Period


: -From September 2007 to June 2010
Designation

: - Work Package Engineer- Office Administrator
Job Responsibilities:

· Planning & Scheduling of Meetings; Inviting Attendees; Organizing; Drafting Minutes of Meetings and distributing to the concerned after approval. 

· Maintain Schedules and appointments.

· Maintain archive of confidential documents. 

· Preparation of Overtime Reports and submission along with Monthly Attendance to the HR Department for Payroll Processing
· Issuing Cheque, payment voucher and receipt voucher
· Cordially greeting visitors, attended phone calls, scheduled appointments and Diary Management. 

· Dictated messages to be transcribed to create business communication via email, fax, letter
· Sorting and distributing incoming post, organizing and send outgoing post.

· Creating and maintaining filing systems, keeping diaries

· Travel arrangements - Booking air ticket, hotel reservation, and train ticket reservation
Skills & Special Aptitudes

· Excellent research, analytical and critical evaluation skills 

· Excellent communication skills, in particular, report writing and presentation skills 

· Attention to detail and strong organizational skills 

· Ability to manage a complex work load and work to tight deadlines 

· Excellent interpersonal and networking skills 

· Ability to work well within a small dynamic team 

· Standard office ICT Skills
· Able to work under pressure and to deadlines.

· Communicating clearly over the phone.

Academic Qualifications

· M.Sc., Computer Science- Annamalai University, India

Skills
COMPUTER SKILLS
Application program 
    : Office XP, Microsoft Office Suite.

Operating System
    : MS Windows 2000, Windows Xp, Windows 7, UNIX.

Internet Application
    : Internet Explorer, Mozilla Firefox

Email Application
    : MS Outlook express.

Programming

    : Core Java, HTML, XML.

Typing Speed

    : 30/40 wpm

Personal Particulars

Nationality: - Indian

Marital Status: - Married
Date of Birth: 04th February 1985
Fluent in English, Tamil & Malayalam
REFERENCE: - Available upon request
I do hereby certify that the above-mentioned data and information are true and correct to the best of my knowledge.
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