Ivy Andrea Sequeira
Representative Experience
Lilavatibai Podar High School India

June 2015 –August 2016
Office Assistant – Mumbai

· Managed administrative tasks effectively including communication and co-ordination with parents/teachers

· Managed financial accounts, electronic and paper documentation, databases of various records and events

· Preparing routine correspondence, sorting and filing of records, documents, mail and other material

· Responded to and provided solutions to various assignments and requests as they arise

· Operate a variety of contemporary office equipment, software programs like MS Office to enter, retrieve or archive information.

Rotary Club of Bombay Pier Charities Trust

November 2014 –February 2015
Assistant to the Conveyor
· Administrative tasks included co-ordination for travel arrangements, scheduling programs, drafting of letters and phone/email follow-ups with Rotarians.

· Discuss the concerns, provide information, resources, and advice Rotarians 

· Keep the conveyor up to date on each club’s progress and identify areas that may need attention.

· Monitor the progress and report assessment and feedback. Operate internal online tools.

Pancard Clubs Ltd. Division of Panoramic Group

December 2009 –to date
Chief development Manager
· Working in a networking business dealing in time share products in promoting the sale/renewal of holiday room-nights.
Majestic Market Research

May 2009 
Summer Intern
· As a Trainee in the Accounts department responsible for all backlog work of filling and listing.
Profile
E duc ati o n
M.COM Specialization in Accounting

From MMK College of Commerce and Economics Mumbai (India)

MBA Specialization in Finance

From Sikkim Manipal University

(India)

BCOM Banking and Insurance

From MMK College of Commerce and Economics

Mumbai (India)

Contact Details
To contact me please talk with my HR Consultancy www.gulfjobseeker.com 

Phone-UAE: +9714-3970978 India  +917926400411 

http://www.gulfjobseeker.com/employer/employerservices.php 

Exper ience
Total 2 years in India
Date Of Birth

1st December 1990
Certifications

· Trinity College of Music Grade V Keyboard January 2010

· Basic Course in tally (NIIT) December 2014
Activities

· Academic Tutoring for students

· Volunteer groups for social activities and outreach

Computer Skills
· Expert Level Microsoft Office

· Basic Level Tally

Languages
· Expert Level English

· Expert Level Hindi

· Basic Level French

