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Sushma                                            
Email: sushma.380548@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
Dubai, United Arab Emirates
OBJECTIVE

Intend to build a career as Office Administration Executive with a leading company with committed & dedicated people, which will help me to explore myself fully and realize my potential. Willing to work as a key player in a challenging & creative environment.

PROFILE SUMMARY
· 2 years experienced in office administration & customer service in UAE & India.

· Hold a Bachelor Degree in Computer Science (B.Sc.).
· Excellent communication & interpersonal skills.

· Maintaining positive attitude in the face of changes in work assignments.

· Ability to inspire creativity and co-operation among team members adaptable to circumstances.

· An ability to understand new ideas and technical concepts quickly and convert them into meaningful results.

· Sense of responsibility, open minded, organized, productive and practical.

· Self-assured, self-confident & self-motivated.

· Cheerful, Enthusiastic & Innovative, ability to work well in teams.

· Can handle staff & clients with ease.
· Can work under pressure & meet deadlines.

 EXPERIENCE

Administration Assistant, M/s. Al Mureb Steel LLC., Sharjah, UAE (May 2017 – Nov 2017)
· Provide administrative support to the office.

· Store and retrieve data on computer.

· Receive and process incoming & outgoing mails.

· Review and answer correspondence on behalf of the company.

· Screen telephone and personal callers & make and record appointments.

· File correspondence and other records.

· Supply correct information to customers. 

· Interact with customers / clients to provide information in response to inquiries about the services and to handle and resolve complaints.

· Maintain cordial relationship with existing customers via meetings, telephone calls & e-mails.

· Responsible in ensuring company’s customer / clients receive an adequate level of service or help with their questions and concerns.

· Communicate with customer through a Varity of means-by telephone; by email, fax, or regular mail correspondence; or in person. 

· Maintain client relation & ensure customer satisfaction.

· Involve in pre / post sales follow ups.

· Processed back office operations using MS Office.

· Involved in collecting payments from customers.

· Worked closely with other members of sales & marketing team.

· Prepare reports of business transactions & keep the account information updated.

· Organizing complete office activities including petty cash and payments.

· Arranging meetings with the clients for General Manager and sales team


· Arranging travel, organizing meetings and department days.

· Keeping a record of all outgoing courier, Invoices.

· Coordinate in purchasing office supplies.

Admin Assistant, M/s. Little Lilly English medium School, India (Mar 2016 – Apr 2017)
· Responsible for day to day activities and up-keeping the school administration issues.

· Circulating and handling correspondence.

· Administering and coordinating student recruitment, examinations and assessment activities

· Processing invoices, Petty cash handling.

· Follow-up & receiving payments from the Students/ clients.

· Maintaining cash book & purchase registry of school stationery & Asset.
· Organize and schedule appointments.

· Assist in the preparation of regularly scheduled reports.

· Maintain contact lists and maintain a filing system.

· Respond to questions and requests for information.

· Answer incoming calls and assume other receptionist duties when needed.

· Submit and reconcile expense reports.
 EDUCATION

· Bachelor of Computer Science (B.Sc.) Kannur University, India  
TECHNICAL SKILLS 
MS Office suite
C, C++, Java, .NET, VC++, Android, HTML, PHP
Personal Profile


Date of Birth

:
14.03.1995

Nationality

:
Indian

Marital Status

:
Married
Visa Status

:
Husband’s Visa
Language Known
: 
English, Hindi & Malayalam
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