DIANA NATHALIA MENDONCA
ADMINISTRATION | SECRETARIAL | RECEPTIONIST

Phone: +971554372351 Email: dinanatal@gmail.com
Languages: English, Hindi, Kannada & Konkani Visa: Visit Visa
Nationality: Indian

CAREER OBJECTIVE

To pursue a challenging career in a progressive organization, which is technically sound to apply my technical
skills, experience, qualification, creativity and ability to achieve the goals set by the organization, which
benefits both myself and to the company.

SKILLS & EXPERTISE

¢ Microsoft Office ¢ Detail-Oriented + Self-Starter

¢ Time Management ¢ Presentation ¢ Multi-Tasking

+ Strategic Planning ¢+ Research ¢ Travel Arrangements

¢ Resourcefulness + Filing ¢ Organized

CAREER HISTORY

ADMINISTRATIVE ASSISTANT Jan 2017 - Jun 2019

Acciona Construccion SA — Dubai, UAE (Expolink) Project: Route 2020 Metro Rail Project

¢ Provide general administrative and clerical support including correspondence, reports, drafts, memos,
mailing, scanning, faxing and copying to management

+ Preparing Daily Working Reports, Manages daily activities of office as well as company-wide projects and
activities.

+ Maintain supplies inventory by checking stock to determine inventory level, anticipating needed supplies,
placing and expediting orders for supplies, verifying receipt of supplies.

+ Arranging flight tickets & hotel bookings to the staffs from the travel agency get the best quote and sent
for approval to the management and verify receipt.

¢+ Provide employee with travel information and ticket booking details.

¢ Submit and reconcile expense reports, develop and maintain a filing system.

¢ Coordinating building and maintenance issues for general repair.

+ Maintaining company’s equipment’s databases.

¢ Preparing regular administrative reports, handle administrative issues and assist in resolving, finding ways
to improve administrative processes.

¢ Maintain front desk procedures including contact information, directions and frequently requested
company information.

+ Provided administrative, financial, and logistical support to several different projects.

¢ Coordinated and participated in training and development for new employees and existing employees
respectively.

¢+ Submitted accurate and detailed monthly reports on financial and administrative operations.

¢ Liaise with executive and senior administrative assistants to handle requests and queries from senior

managers.
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ADMINISTRATIVE ASSISTANT May 2014 - Jan 2017
International Electronic Security — Dubai, UAE

¢ Preparing the Audit Inspection & Re-inspection reports.

¢ Updating the Audit Report Records in the system.

¢ Preparing the Invoices, Receipts & Filing the Audit Reports.

¢ Sort and distribute the incoming mail to areas and staff within the organization and dispatch outgoing
mail.

¢+ Answer telephone enquiries from clients, attained to visitors and assists other staff in the organization
with their enquires.

¢ Operate a range of office machines such as photocopiers, computers and faxes.

¢+ Develop and maintain the clients and business partner database.

¢ Check and inspect the accuracy of accounts receivable and payable ledgers.

¢ Updating the portal “Set as Completed” once Audit report is paid.

+ Assuring Not Approved and Approved report to the client upon payment of Cash/ Cheque.

¢ Releasing the Audit Reports to the clients.

+ Establish working relationships with company’s staff, business partners and clients.

¢ Promote the use of the audit and consultancy proposal.

SECRETARY CUM ADMINISTRATIVE ASSISTANT Jul 2010 - Aug 2013

Puthran Chartered Accountants — Dubai, UAE

Preparing Audit Proposals and Weekly Time Sheet.

Sending monthly Client Requirement Letters to the clients.

Maintaining Outstanding Staff wise Collection.

Preparing the Invoices, Receipts & Maintaining confidential records and filing.
Preparing the six months ISO Audit Requirements.

Maintaining the Staff Attendance & Daily work schedule of the Staff.
Attending the Phone Calls, Mails, Co-ordinate with the Clients.

Drafting the Letters and other documents.

Managing Diaries and making appointments.

Preparing and disturbing papers and documents for meetings.

Operate a range of office machines such as photocopiers, computers and faxes.
Preparing Daily Working Reports.

® 6 6 ¢ O 6 6 O O o 0 o

EARLY CAREER HISTORY:

ADMINISTRATIVE ASSISTANT & SALES COORDINATOR Nov 2006 — Mar 2010
Sapphire Micro Systems — Mangalore, India

EDUCATION / TRAINING
» HSC - St. Mary's Pre University College - Shirva, Mangalore, India
» Diploma in Computer Science Engineering - Nitte, Mangalore, India
» Diploma in Computer Hardware and Networking Engineering - Udupi, India




