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Michele
Office Admin / Office Manager / Operation Supervisor
Husband Sponsorship / UAE Driving License Holder
Career Objective
Dynamic and proactive individual looking for a challenging position as Office Administrator / Coordinator in an eminent organization, where I can put forth my extensive skills and knowledge which helps to provides growth and profitability within the organization.
Personal Summary
I am a well-presented professional with an organized disposition who is humble by nature and willing to do whatever is needed to support an office team. I have the ability to work harmoniously with both professional and non-professional personnel. I can undertake a range of functions to make sure the administrative activities within an organization run smoothly and I am an energetic and passionate teammate who can comfortably work with people, processes, and technology.
Experience
Dubai Petroleum Est. (formerly known as Dubai Supply Authority) as Administrator/Coordinator-
Maintenance-on-shore (April 2012 - May 2019)
Duties
 Responsible for all administrative functions (coordinate rent-a-car, deal with catering.
services, stationery requirements, book conference/meeting rooms, prepare rota-schedules, liaise for 
passes).
 Collate data for monthly, KPI and weekly reports and upload on company Intranet.  Respond to all email/telephone inquiries.
 Prepare weekly schedules, call-out orders and PR’s.
 Coordinate with vendors/supplier/contractors for all maintenance related services.
 Manage contractors timesheets and carry out service receipts, effective coordination with HR Department for in-house timesheets, vacation request and sick leave certificates. 
 Deal with logistics department for transportation of goods to LNG jetty.
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 Responsible for work order closures, JSA loading.  Photocopies, faxes and scan documents.
 Effectively convey information to co-workers via emails and circulars.
 Handling, dispatching and proper distribution of all incoming / outgoing mails, couriers and shipment 
packages.
Dubai Petroleum Est. (formerly known as Dubai Supply Authority) as Office Administrator-Projects 

(July 2008 - April 2012)
Duties
 Liaised with HR & General Services Department for coordinating services of new project 
Employees (medical/visa/driving license/Induction/transportation/staff quarters/hotel 
bookings).
 Provided administrative support to all department within the organization.
Dubai Petroleum Est. (formerly known as Margham Dubai Est.) as Administrative Assistant (April 2006 - June 2008)
Duties
* Responsible for all administrative functions (coordinate rent-a-car, deal with catering services, stationery requirements, book conference/meeting rooms, deal with employees/contractors timesheets).
* Prepare call-out orders and PR’s.
Worked for Mr PM Roach office - Legal   dviser to the Ruler’s Office as Administrative Assistant 

(2004-2006)
Duties
 Provided all administrative support to the Legal Adviser.
SYNERGY PROFESSIONAL SERVICES (Cisco Learning Partner based in Dubai Internet City) 

as Executive Secretary / Office Administrator & Sales Coordinator (2000-2003)
Duties
 Handling all Reception duties.
 Handling travel arrangements (air tickets, visa/hotel bookings).  Providing secretarial assistance to the CEO & General Manager.  Effectively handled diary management for the CEO & GM. 
 Making Invoices, drafting letters, faxing.
 Handling and dispatching all incoming / outgoing mails.
 Coordinating with various departments for organizing internal meeting, events, demos etc. 
 Coordinating with various hotels for arranging seminars, conferences, lunch & dinner parties. 
 Familiar with all administrative procedures like obtaining employment visa, id’s etc., at Dubai
Internet City.
 Responsible for all outgoing / incoming non-document shipment.  Handling stationery requirements.
 Responding to all email/telephone inquiries.
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 Sending quotations, faxes, designing flyers.
 Marketing Training Services thru cold calls, email shots.
 Responsible for updating database, building new contacts. 
 Providing secretarial assistance to the entire Sales team.
 Responsible for updating training schedule and course synopsis on the company’s website.  Responsible for maintaining & following up on all quotations sent by the Sales team. 
 Meet and greet visitors/guests.
AL GHURAIR ENTERPRISES FOR COMPUTERS as Secretary/Customer Service Coordinator (Temporary July to August 2000)
Duties
 Handled correspondence independently using MS Word, Excel & Microsoft Outlook Express.  Handled the telephone board (8 Lines & 45 Extensions).
 Manned the Customer Service Toll free - complaint line, data entry & message forwarding for computerized Customer Services System.
 Typing, faxing and filing documents.
 Coordinated with various departments for organizing internal meeting, events, demos etc.  Handled stationery requirements.
 Assisted the Customer Support Department in preparing the Service Agreements for computer equipment.
 Handled incoming / outgoing mail, as well as arranged for courier services. 
 Provided secretarial assistance to all the departments in the organization.
Trigon Computer - (Al Ghurair Group) Secretary-cum-Receptionist 

(Temporary June to July 2000)
Duties
 Handled telephone board (5 lines & 20 Extensions).  Typing & faxing documents.
 Responsible for collection and depositing of cheques.
 Preparing computerized receipts for customers using GEMS Application Software.  Handled incoming / outgoing mails, as well as arranged for courier services. 
 Handled stationery requirements.
 Coordinated with the stores for customer requirements.
Alba Capital Markets - Mumbai, India as Secretary (1997-1999)
Duties
 Handled correspondence independently.
 Fixed appointments for the MD and kept a track of all future appointments.
 Assisted the Accounts department in preparing Balance sheet, typing letters to customers for balance confirmation and payments.
 Coordinated with various Consulates in India for obtaining visas.  Typing, faxing & filing documents.
 Provided secretarial assistance to the Export Department.
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Harvard Consultants - The leading recruitment Consultants in Mumbai, India as Secretary (1995-1996)
Duties
 Setting up of a filing system and recording of document for easy access.  Handled incoming mails and preparing responses to routing mails. 
 Attending telephone calls, fixing appointments & faxing.
Hindustan Feed Products - Mumbai, India as Telephone Operator /  Office Assistant (1992-1995)
Duties
 Attending telephone calls, preparing of bills, challans, receipts, handled petty cash.  Maintenance of proper inward / outward register.
 Typing letters, invoices, credit / debit notes & filing.
General Skills
 Well organized
 Verbal and Written conversation   Efficiency
Application Skills
  MS Office
 Oracle
 SAP
 Orion
Education
 Bachelor  of Arts—Mumbai University (1995)
Training/Volunteer Experience
  Floor Warden
  International Minimum Industry Safety Training (IMIST).
  Been a  part of Incident Command Team (recording events, MOM)
Personal Details

Nationality







:  Indian

Date of Birth





:  04/09/1974
Visa Status







:  Husband Visa
Driving License



: UAE Driving License
Reference








: Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com 





















Mobile 0504753686 freecv@gulfjobseeker.com 
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