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CV No: 216186
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc  

Objective:  

To seek a challenging and  rewarding position in a management cadre where my experience and skills

could be put to use to facilitate development of the organization and self.

To work sincerely and diligently for my organization, taking my organization towards 
sustainable growth by using my academic, Technical and inter-personal skills which
will not only provide me with ample opportunities to learn but also to grow with the organization.

EMPLOYMENT HISTORY

1 HR CO-ORDINATOR
             DATE OF JOINING MAY-2008 TO TILL DATE

      Responsibilities:
      1    Downloaded all Incoming cv For the Different categories

            Check all  cv carefully and put it in a proper folder n
      2    Check all in fax cv & filing it in a proper file

      3    Daily get the job order & search cv’s for that requirement

      4    Submit all cv which find for the Different categories to the Manager

      5    Handling all incoming calls & give it proper and correct reply to all of                    

      6    Handling Face to Face candidates & guest also
            Call all select candidates & ask theirs Details & give the Details about            
            select companies e.g salary,allowances,other benefit, company terms    

            & condition, contract periods, return ticket etc….

      7    Prepaid candidates records, visa record, medical report record 

      8    Scan all necessary Document & save it in its proper file and daily    
            follow up with clients for the provide candidates list n maintained 
            MIS for that
9     Direct reporting to the manager and managing Director.
 2 NASSER AL NAJJR Building Contracting Company L.L.C
      Secretary cum Accountant
      Date of Joining March-2008 To May -2008

Responsibilities:
1  Checking all incoming Emails & Give it to proper Reply the  Emails
2   Handling All Incoming calls n give it to politely reply

3   Handling office in absent of Managing Director 

4   Welcoming all guest n clients

5   Maintained company account n petty cash

6    Making all invoices In the End of the Month N Send it to the related Company
      always follow up for the payment and save invoice copy in our file also

7     Check all Heavy Equipment price Daily Basis and report to Managing Director

3    Manager Cum Accountant
    Sales Team Of ABN-AMRO Bank Ltd.

    Unsecured Product Such as  Credit Card / Personal Loan
    Date of joining: - FEB 2005 to MARCH 2008
Responsibilities:
1. The responsibilities involve as Backend Manager - Credit Card

2.   Credit Card Sourcing.                   

3.   Handling DSA & Corporate Client.

4.   Direct interaction with the Relationship Manager.

 5.  Checking all application & make MIS for login & approval apps

    6.  Handling company Account also N petty cash maintained all Bills in a proper file n Send it    

         Monthly  basis for Audit   
    7.  Handling Tele Marketing unit also

    8.  Check all credit card apps

    9.   Prepaid MIS daily basis  

    10. Reopen all reject application & make more card with it 

   11.  Do balance transfer on login apps & also done family first insurance on login apps  

   12.  Also knowledge about CITI BANK CREDIT CARD ,AXIS BANK CREDIT 

           CARD – ICICI BANK CREDIT CARD – BARKLAYS BANK CREDIT CARD-
           BANK OF BARODA CARD
4.  Sales Co-ordinator

      Sales Team Of Tata Teleservices Ltd

      Product- Tele communication

      Date of joining: - AUG – 2004 to JAN - 2005
Responsibilities:

1 The responsibilities involve as Team leader in Tata 
  Teleservices    
2. Prepaid and Post paid Connection                
3. Handling DST & Corporate Client.

4. Direct interaction with the Sales Manager.

5. Handling sales team as a sales Sales co-ordinator

   6.  Handling telemarketing team also

7   Every day follow up about FOS Working & TME Working

8   Maintained MIS Daily basis & Send it to HR Daily basis

5.   COUNTER SALES EXECUTIVE ( INDOOR SALES)
       BIG BAZAAR Mega Mart

       Date of joining: - JUN 2003 TO JUL – 2004 
 Responsibilities:

1. The responsibilities involve as COUNTER SALES EXECUTIVE

2.  Attending all customers
                   

3.  Prepared bills carefully 

4.  Direct interaction with the Purchase Manager & Account Manager.

5   Handling counter of our firm

    Educational Qualification

    Bachelor of LAWS  in March 2007 with General    
    Bachelor of COMMERCE  in March 2004 With Accounting

    HSC Examination in March 2002. (Major Sub: Accounting)

    SSC Examination in March 2000.

    Financial accounting from ITI(Indian Technology Institute) In Surat
Computer Proficiency

 OPERATING SYSTEMS                    : MS WINDOWS–EXCEL –POWER POINT 
                                                           INTERNET
 PACKAGES                                      : MS Office. Outlook Express  


Personal Data:

Date of Birth: 22/04/1983

Sex: Female

Nationality: Indian

Marital Status: Single

Language Known :

· English.

· Hindi.

· Urdu

· Gujarati
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