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CHILDRENS OASIS NURSERY, Dubai

                  -Admin Assistant/HR Assistant–Oct 2017-Jan 2019
· Handle telephone calls and emails. Make appointments of the clients, arranging meetings.
·  Maintain attendance register of children and staff.
· Coordinate with parents, registration of children, raise fee invoices, fees collections through cash, card or cheque, keeping fee records, follow up with the parents, make the report  and submit to Accounts and handle petty cash.
· Check the frequently level of stationery, household items and place appropriate order.
· Prepare the contract of maintenance and outsource and develop and maintain filing system.
· Maintaining physical and digital personnel records like employment contracts.
· Up to date contract and documents require for Ministry of Education, Health and Labor.
· Initiate process for all work relating to licenses, registrations, legal contracts, tenancy agreements, expiry etc.
· Coordinate with PRO to process employee visa, labour card, health card, staff cancellations.
· Update internal databases of new hire information, arrange required training for staffs. 
ASTER DM HEALTHCARE, Dubai

                 -Admin Assistant/ Data entry Operator –Sept 2015-2017

· Handle the emails and telephones and convey the appropriate information to customers and maintain official contact lists.
· Handle the petty cash and budget the office expenses.
· Keep update of stationery stock, household items and up to date of the work station.
· Coordinate with internal customers, prepare and distribute staff weekly schedules.
· Arrange the meetings and trainings for staffs.
· Collect the online feedback of the patient’s from different Clinics and Pharmacies and maintain the data accordingly.
· Coordinate with all Clinic Unit In charge to make sure smooth operation.
· Prepare monthly report of patient’s feedback and send to appropriate departments.
    ICELAND, POLO RAK AMUSEMENT LLC, Ras Al Khaimah, UAE 
   -Admin Assistant –July 2012-September 2015
· Answer telephones and transfer to appropriate staff member.
· Make appointment for the clients, and setup the meetings and conferences.

· Maintain and distribute staff weekly schedules, daily attendance.

· Make order for group booking, prepare invoices and collect the payment.
-Guest Relation/Cashier
· Meeting and greeting customers and resolve customer complaints.
· Answer customers' questions and provide information on procedures or policies.
· Receive payment by cash, cheque, credit cards, vouchers, or automatic debits.
· Issue receipts, refunds, credits, or change due to customers.
· Get the feedback from the guest and answer all the queries through mails.
CENTRE FOR MOUNTAIN DYNAMICS, NGO. Kalimpong, India.

Field In charge- April 2007 – Dec 2011  
· To increase health and safety awareness at all levels within the community.
· To develop, implement and monitor Health and Safety Policy, Programs, and Procedures.

· To coordinate the training of personnel in areas of safety, including first aid, sanitation.
· Prevention and investigation, work place inspections and other matters related to implementing safety.

· Visit rural schools and communities and provide health awareness campaign.
· Investigate monthly output and send monthly report to the concern department.
BRILLIANT INSTITUTE, Sikkim, India.

  -Teacher- October 2005 – Dec 2006

· Maintain the lesson plan and implement designed curriculum.       

· Maintain accurate, complete, and appropriate records and files reports promptly.
· Demonstrates accurate and up-to-date knowledge of content.

· Graduated in Bachelor of Arts
-LANGUAGES KNOWN

· Hindi
:
Spoken – fluent; written – fluent; reading – fluent

· English:
Spoken – fluent; written – fluent; reading – fluent

· MS Word, MS Excel, MS Outlook, MS PowerPoint, Tally, Zoho CRM (basic)
All credential certificates available upon request.
 Mala Rai


 Nationality: Indian


 Email Id: mala_fromkpg@yahoo.co.in


 Mobile no. 971 52 920 9673


 UAE Driving License No.3726763


 Visa status: Visit Visa
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PROFILE	Admin Assistant/HR Assistant, Data entry Operator, Field in Charge, Teacher with 7 years of UAE experience in Educational, Health Care and Recreational Industry.





PERSONALITY 	A dedicated team player, who can bring to your business, an additional professional    organized work approach with proactive attitude and practical work experience. Possess excellent organizing, presentation, client convincing, follow-up, communication, interpersonal and coordination skills





OBJECTIVE 	To seek a more challenging task in a growth-oriented organization that appreciates hard work, willing to learn and contribute my skills and knowledge which I have acquired in my noteworthy career.








WORK EXPERIENCES





EDUCATIONAL QUALIFICATION





ADDITIONAL QUALIFICATION








