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PREETHI 
Admin Assistant
C/o - Mobile : +971 505891826
E-Mail : preethi.377793@2freemail.com 
PROFILE
A competent Admin Assistant with 6 years’ experience(3 year experience with Hyundai motors India July 2014 to Oct 2017, as Showroom Hostess with Maruti Suzuki India sep 2013 to Jun 2014, 3 year as Investor Relations Officer with Karvy Stock Broking India Dec 2006 to may 2009,8 months in accounts).Presently in Sharjah on visit visa.
STRENGTHS
· Sincere and hard working.

· Ability to deliver excellent result under odd conditions.

· Quick learner and flexible to adopt challenging environment.

· Ability to work with minimum supervision once trained.

EDUCATIONAL QUALIFICATION

· MBA Finance    - Madurai Kamaraj University Chennai, India                                  2002-2005
· B.COM              - Fatima Mata National college Kollam, Kerala, India                    1999-2002
TECHNICAL SKILLS

· MS Office 

· Tally

WORK EXPERIENCE

POTHENS HYUNDAI
Duration: July 2014 – October 2017
Job Title:  ADMIN ASSISTANT
Responsibilities:
· Updating the enquiries and booking details in software.

· Updating the follow up details given by the tele calling department.
· Assist the allocation and invoicing department by entering the necessary details.
· Prepare necessary reports as needed.
· Maintain necessary registers and records.

· Coordinate the call centre department.

· Need to collect last day performance details from all departments and prepare reports daily to the sales manager.
INDUS MOTORS
Duration: September 2013 – June 2014
Job Title: SHOWROOM HOSTESS
Responsibilities:
· Perform all the clerical and administration works of the showroom
· Must greet and welcome the customers.
· Maintain all registers and records.
· Give reports on daily basis to regional office.
KARVY STOCK BROCKING INDIA

Duration: December 2006 – May 2009
Job Title: INVESTOR RELATIONS OFFICER

Job description summary:

· Perform online trading transactions for customers(8 months in accounts)
PERSONAL DETAILS

Nationality


:     Indian.


Marital Status       

:     Married
Languages Known      
:     English, Malayalam & Hindi

Date of Birth

:     28-08-1981
Sex
                        :     Female
VISA                                 :     Visit Visa 
DECLARATION
           I, hereby declare that the information furnished above is true to the best of my knowledge and belief.
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