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SHABNAM SHAIKH
Admin Assistant / Secretary/ Logistic admin.
Fluent in Arabic & English
 shaba1234shaikh@gmail.com   
UAE: +971503143778
        UAE, SHARJAH / DUBAI
          EDUCATIONAL HISTORY
BSC MEDICAL LAB TECHNOLOSIT
 
HIGHLIGHTS
Exceptionally strong eye for detail. Dedicated employee who follows guidelines closely.
Responsible employee who signs all papers and takes full responsibility for work done.
Strong team player or can work independently.
Very able to use the latest technology.
PROFESSIONAL SKILLS
Team management Quality review on reports Adaptable communication Self-management
Ease with technology Exceptional leadership Unwavering professionalism Intellectual curiosity
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I am Admin assistant with over 4 years' Gulf experience (Jeddah, KSA) in the field of coordination, I am highly experience in performing a variety of administrative and staff support duties for a specified department, which require a range  of  knowledge and skills of organizational procedures and policies, directing and assisting visitors, and resolving administrative problems, events/conferences organization.
CAREER HISTORY

Dr. Soliman Fakeeh Hospital - Jeddah, KSA
Admin Assistant, April 2018- OCT2020
Key highlights:
Answering and direct phone calls
Organizing and scheduling applicants and clients appointments. Planning and coordinate meetings and take detailed minutes, Writing and distributing email, correspondence memos, letters, faxes and forms.
Assisting in the preparation of regularly scheduled reports Developing and maintaining a filing system
Updating and maintaining office policies and standard operating procedures.
Purchase office supplies and research new deals with suppliers Maintaining contact lists of clients..
Submitting and reconciling monthly expense reports.
Act as the point of contact for internal and external clients. Liaising with executives and senior administrative assistants to handle requests and queries from senior managers.
Logging of reports released on a real  time  basis. Focusing on clients inquiry based on company's services.
Specialized Project handled, other than the above day to day activities:

Shifa Bawadi Polyclinic - Jeddah, KSA
Admin Assistant, June 2016- March 2018
Key highlights:
Received an orders and managed the delivery of the completed orders.
Maintained the petty cash floats.
Managed the bank cheques received and issued cheques to suppliers after the management approval and signature.
Prepared vouchers related to various revenues and expenses. Maintained the company financial records.
Prepared revenue reports on a regular basis as outlined by management.


Decision-making Problem-solving Critical thinking
Effective time management Customer-service oriented CRM proficiency
Active listening
Compatibility for both independent and team work


CERTIFICATIONS
Certified in Customer Relationship Management (CRM)

ADDITIONAL INFORMATION
Date of birth - 11 August 1994 Languages - Arabic and English, HINDI
Nationality – Indian

Marital Status - Unmarried



Liaised with workers in the sales department and suggest ways to improve sales.
Inspect the profitability of contracts and other investments the company wants to embark on and give useful advice. Prepared the cash flow on monthly and daily basis for management for working capital control.
Managed the procurement activities from the suppliers, checked the quality of goods received and update the stock records.

ACCOLADES / EXTRA- CURRICULAR ACTIVITIES
Received consistent service delivery recognition and appreciation from top management
Actively taken part in volunteering activities such as NGO.
Worked for different odd-jobs to gain exposure and learn. Worked as an agent in US based call canter.
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