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NETA
          Administration 
              Reception

Address

 Al Karama, Dubai

Phone number

0505657275
Email

Neta-405373@2freemail.com 
Computer Skills

Word, Excel, Internet Research

Petty Cash Entries & Invoice Entries in ERP

Personal Details
· Nationality Indian
· Born 25 Sept 1987

· Married

· Visit Visa

Reference

Mr. Anup Bhatia, HR Consultant

www.GulfJobSeeker.com 



Office Administration, Reception, Customer Service or Sales Coordination
Searching for suitable job role to utilise my work experience of 7+ years in customer service.
I am based in Dubai along with my spouse and interested to start my career in UAE within a professional organisation where I can contribute my services.

Work Experience

Tele Marketing Assistant
Mar 2021 - Nov 2022

Umiya Builders and Developers, Dabolim

1. Handling walk‑in customers in guiding ongoing & upcoming projects.

2. Handling inbound and outbound calls on recovery of maintenance.

3. Handling receipts on cash received.

4. Handling inbound and outbound mails.

5. Handling entire process in documentation on after sales.

6. Handling entire process in preparing Agreement for sale & sale deed.

Receptionist cum Sales Executive
Sep 2019 - Oct 2020

Venture Building Dreams, Dabolim

1. Handling Reception independently.

2. Handling walk‑in customers educating about new & ongoing projects & maintaining details in system.

3. Handling inbound & outbound calls of customers to give information on projects & information on Panchayat related documents.

4. Handling Panchayat role of filling legal documents.

5. Handling cash voucher, payment voucher, receipts and maintaining petty cash.

6. Handling minutes of meeting & to make report.

Office Assistant
Feb 2017 - Mar 2018

Barton Firtop Pvt. Ltd., Verna

1. Handling employees and labour attendance and keeping records.

2. Handling data entry work of despatch material.

3. Handling inbound and outbound mails, anwering inbound and outbound calls, issuing cheques, maintaining petty cash, preparing vouchers & housekeeping material check etc.

4. Making reports.

Customer Service Associate
Aug 2012 - Feb 2016

IFB Industries Pvt. Ltd., Verna

1. Handling Franchisee of different states to arrange technician to resolve pending & ongoing complaints of service & installation.

2. To prepare report on franchisee feedback and action taken.

Customer Service Professional
Sep 2010 - Jul 2011

First European Infotech India Limited, Verna

1. Handling inbound calls for registering installation of product.

2. Handling inbound calls for registering complaints calls of product.

3. Handling inbound calls for registering follow up call for action taken on complaints calls.

Education

High School Certificate
Mar 2003 - Mar 2003

Goa Board University, Chicalim / Vasco

Pass SSC in 2003

Availability
I can join with immediate effect[image: image2.png]



