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CURRICULUM VITAE

OBJECTIVE  : To pursue my professional career for achievement of  company’s goals and personal advancement. Being ambitious and hardworking, I am looking forward to challenging my potential.

PERSONAL PROFILE:
Harshida 

EDUCATIONAL QUALIFICATIONS:

B.Com.                   (Bombay University)

SECRETARIAL:

Computer Skills-Windows, Word.
English Typewriting & Electronic Typing

Telephone Operating cum Receptionist

Travel & Tourism.

Fax
JOB EXPERIENCE :

a) - Mumbai- 24th Aug ’15- till Jan 2016
Admin Executive- Attending calls, visitors, drafting letters, Checking the  mails, sending mails, couriers, follow –up payments,, preparing quotations, database, follow up with clients for requirements ,assisting the sales team in preparing quotations etc.
b) Petro Chemical Group of Companies-Bandra, Mumbai- 15th Sept’11 –Dec’12
Sales Co-ordinator- Preparing orders/ offer Letters, follow up with branches and sales team for orders, follow up for payments, checking purchase orders received, entering details of road permits, despatch details and forwarding it to the concerned person, sending mails etc.
c)  Media Seen – Sharjah, UAE – 17th March ’05 – Nov ’09

           Media Coordinator –Scheduling TV programmes, Preparing Release Orders,    

           Invoices, Reports, maintaining records of released ads.assisting the Sales Manager 

           in co-ordinating the company’s sales activities, inputting sales orders, following 
           up on payments etc.

d) Al Tuqa International LLC.- Sharjah, UAE - 1st October’04
Sales & Marketing Executive- For inkjet printers, eggjet printers and other machinery.
e)   Premier Shield Security Services- Dubai, UAE -27th May’04

Office Co-ordinator -Secretarial work, manning telephone calls & attending to visitors, assisting the Sales & Marketing in preparing daily sales reports, telemarketing, maintaining petty cash records, expense reports, musters, registers.

f)  Al Ghurair Enterprises- Dubai, UAE –9th March’ 01 temporary.

Secretary- customer care, telephone-operating, computers, travel arrangements, hotel bookings, maintaining records etc.

g)  Cascade Marine Foods Ltd. Sharjah, UAE - 2nd April ‘95 to 10th March’96

Administration Assistant- all administration and secretarial work.

SALARY  EXPECTED :  Rs.25,000/- per month + Benefits
Harshida 
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