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MARIA 
Maria.325943@2freemail.com 
Dear. Madam / Sir.
Application for the post of Receptionist/Administrator/ Document Controller
Being given to understand, that there might be an opening for the above positions in your esteem organization, I wish to submit my application for the same.  I have Fourteen years work experience in varied industries like hotel and manufacturing plants.   Currently Employed with HYDROFIT FZE
Throughout my career I have demonstrated for my employers an exceptional zeal for meeting organizational objectives and deadlines. I have the ability to quickly adapt, have a strong positive attitude and self-belief. A well-motivated employee with the ability to be an effective team member, who possess excellent communication skills and the ability to interact effectively at all levels. 

My resume is enclosed for your kind consideration. I would appreciate if you would consider me for a suitable position in your organization. 

I shall look forward to hearing from you if you feel my qualifications and experience meet with your requirements. I would be available for a personal interview at your convenience.
`
2015 March till dated 2016

Professional Experience

TUV NORD – INTEGRATED MANAGEMENT SYSTEMS Awareness & Internal Auditor Training Certificate

Secretarial Diploma and MS Office 2010 from Nadia’s Institute, Dubai U.A.E

Diploma in MS Words, Excel & Power Point 
Diploma in Telephone Operator course (PABX) from Davar College, Mumbai, India.

HYDROFIT JEBEL ALI FZE.

CURRENTLY EMPLOYED WITH HYDROFIT FZE.

DOCUMENT CONTROLLER-HYDORFIT- MARCH 2015- 2016

· Reporting to the Deputy General Manager on daily basis.

· Handling internal Calls

· Scanning all the required Design drawings, mtc certificates, Certificate of Conformance, Welding Certificates. etc. related to the project

· Keeping a track of new Revised Drawings and simultaneously updating my records.

· Keeping track of all customer approved drawings & also their revision if there is any.

· Following up with concerned Workshop/Supervisors for pending documents and compiling it as Hard & Soft copy which has to be presented for easy Retrieval at any given time frame.

· Handling of internal and external mails.

· Assisting Quality Control Department by providing secretarial help.

· Maintaining & Updating Internal/ External Audit list of names.

· Maintaining Excel Sheet of all the ongoing Projects & properly determining the status of the Job.

· Maintaining proper filing of Pump Test Certificates mainly for Service Repair jobs.

· Maintaining the Abu Dhabi, Khorfakkan, Fujairah & RAK Port Vessel jobs Excel Sheet & coordinating for Marine Jobs, like arranging their gate pass & Security clearance for the particular Vessel job. 

· Likewise sending the scanned Passport Copies along with EID and Visa copy for the Technician / Engineer attending the Vessel Job.

· Also maintaining an Excel sheet for the Vessel jobs Expiry Dates. Simultaneously renewing their CID Approval which gets expired after 6 months.

SALES CO-ORDINATOR/ DOCUMENT CONTROLLER-HYDROFIT Fze 

-APRIL 2016 TILL DATED

· Assisting Sales Department on day to day Sales Activities by Sorting the Mails before starting the day. 

· Preparing Quotations & Sales Order Acknowledgement.

· Similarly Raising a Purchase Requisition or Material Requisition based on the Software system availability in Stock.

· Likewise, arranging for Delivery of the Materials, by contacting the party and notifying the delivery on time.

· Arranging of Vehicle by outside source & HR dept. in charge for transportation depending upon the size and Quantity of the said Materials

· Prior to Dispatch of Goods, checking if payment has been received and accordingly Arranging of DHL, Dubai Courier for collection of Material/ Goods.

· Sending Performa Invoice depending on the partial payment agreed by the Customer.

· Preparing Invoice for the same and sending through email directly to the concerned Sales Person & the Customer.

PURCHASE DEPARTMENT

Helping Purchase/ Store Department for applying Goods Entry & Exit Pass

RECEPTION DESK- HYDROFIT fze

· Handling Reception Area with day to day Activities, 

· Replying to emails, scanning, Faxing and photocopying by assisting the inter department Staff & DOH.

· Answering Internal & External Calls and escorting the call to concerned Personnel/ or taking a telephone message in their absence greeting customers and providing assistance in the absence of the Receptionist.

· Preparing & Printing of DU/ ETISALAT bills for all the Departments holding company’s Mobile by checking if there is any personal call/ Official Call made by the employee

· Arranging of Courier/ DHL for document collection.

· Emailing & Photocopying Accounts Invoices, likewise emailing to the company for invoicing weekly & daily basis (this task is given to us by Accounts Dept.)

JOB EXPERIENCE:
2002 June to 2004 September 

Four Points Sheraton Hotel, Bur Dubai

Receptionist cum Telephone Operator

· Handling incoming & outgoing Telephone calls with 26 main line EPBX  Extension board
· Co-ordinating with Inter department for guests needs

· Handling guest complaints.

· Faxing documents of guests likewise posting bill into room account
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Preparing documents related for the front Office, Preparing Police reports
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Preparing Staff Duty Roster, attending Reception Counter & dealing with Guests
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Handling Front Office Cashiering

· Handling Guest Records & History

· Handling of Store Requisitions for monthly Front Office Stationary

· Reporting to FOM for daily Activities.

2005 September to 2006 March 
Dubai Marine Resort & Spa, Dubai

Receptionist
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Handling Reception area guest check in & check out
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Handling Guest comments & complaints
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Handling of daily material request / controlling & maintaining 
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Records keeping staff over time
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Handling & operating internal mails through net
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Reporting to the Front Office Manager in day to day operation
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Up selling the rooms & F&B Services
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Preparing daily CID report for the Dubai Police through Internet 
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Attending internal / external Telephones requests
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Attending the Guest to accompany while GRO’s absenteeism

· Handling Front Office cashiering.
· Preparing monthly Purchase Requisition for FO (Front Office) Department.

2006 April to 2007 December

Qatar Steel Company Fze, Jebel Ali, Dubai. U.A.E.

Receptionist
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Handling Reception
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Handling Clients comments & complaints
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Handling & operating internal mails through net
[image: image18.png]



Reporting to the Manager in day to day operation
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Attending internal / external Telephones requests
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Handling incoming & out going Telephone calls
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Preparing documents related for Reception

· Attending Reception Counter & dealing with Clients

· Screening of Calls for the MD and General Manager

2009 September to 2013 March 

Dubai Marine Resort & Spa, Dubai

Senior Telephone Operator (RE- JOINED)
· Handling busy switch boards with 22 main lines and answering and transferring the calls in proper hotel standard phrase.
· Sending and receiving of faxes.

· Preparation of monthly duty-roaster.

· Arranging and maintaining of files.

· Preparation of telephone and fax bills for accounts department

· Printing of daily welcome letters for the day’s Arrivals.

· Assisting front desk with preparation of guest envelopes by name for incoming of fax received.

· Relieving receptionist for lunch at times, likewise assisting in-house guests.

· Keeping a record of front office requisition.

2013 June 1ST till March 15th 2015
Tulip Creek hotel apartments

Receptionist

· Handling Reception area guest check in & check outs
· Dealing with difficult guests at times by attentively listening and providing quick action
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Handling Guest & complaints
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Handling of daily material request / controlling & maintaining 
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Handling & operating internal mails through net
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Reporting to the Front Office Manager in day to day operation

[image: image26.png]



Preparing daily CID report for the Dubai Police through Internet 
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Attending internal / external Telephones requests
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Handling Front Office cashiering 

	SKILLS:




· Excellent ability to response to enquiries through phone calls, emails and in person. 
· Proficient with computer literate such as Microsoft Word, Microsoft Excel, Power point and Internet. 
· Ability to sort and distribute incoming mails and faxes.
· Answer and distribute a high volume of incoming calls. 
· Ability to work independently and under pressure. 

Languages:
Well spoken English, Hindi, Konkani, Marathi and Singhalese and Arabic basic
Strength

Self-motivated to achieve & succeed, excellent communications & interpersonal skills. Team work and rapport building in main assets, hard working, responsible, and dependable & be meeting dead lines are my forte, Adaptable to new situation, requirements, & procedures. Well conversed in English communication and can deal with all level of personalities, strong organizational skills, and fast learner able to handle pressure in a demanding work environment
References:
Will be provided upon request.[image: image29.png]
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