	ARTI PUNJABI
· Nationality: Indian     



                                        

· Contact Number: 050-2781710/4952167 
      
   

· DOB: 17th July, 1979
· Email: artipunjabi@yahoo.com
· Visa Status: Transferable 

· Driving License: U.A.E

· Languages: English, Hindi & Sindhi (Spoken Fluently)   
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CAREER OBJECTIVE

Would like to work in a creative, positive, and growth-oriented environment where my experience can contribute towards corporate vision & goals.
PROFESSIONAL EXPERIENCE

U.A.E

Presently working with Holford Associates/Hyder Consulting (Architecture)

Receptionist/ Secretary from (Feb’07 –till date)

· Always cheerful & helpful with Clients & colleagues, works collaboratively & maintains an upbeat, positive attitude.
· Greet and screen visitors, ascertain nature of business and direct visitors to Managers or appropriate person.
· Attending phone calls (Incoming/Outgoing)
· Handling and keep tracking appointments and meetings.
· Typing memos; Fax formats
· Receive all incoming inter-office memos, faxes, letters and client correspondence.
· Ensuring all postal, courier dispatches are sent out/received as required.

Promoted as a Technical Administrator 

· Drafting letters.

· Preparing of Submittals/Transmittals for the Contractors & Sub-Consultants.

· Timesheets Collection & checking to ensure the company standards are followed/met and forwarding to Timesheet Coordinator.

· Maintaining Overtime Record from timesheets & obtaining approval from Line Manager and forwarding to Timesheet Coordinator/Finance team.

· Provides admin & secretarial support to the managers and staff in order to assist in the production of high-quality documentation, utilizing relevant document processing computer software, document compilation and filing skills (if required)

· Provide cover for Senior Administrators when he/she is unavailable and as advised by Administration Manager.

· Follow up on statement of Accounts from the Suppliers & Sub-Consultants every end of the month.

· Follow up on payment.

· Handling various payments such as Suppliers /Sub-Consultants payments.

· Distribution of Salary Cheques to the staff’s every end of the month.

· Dispersing of CD’s & DVD’s & maintaining a register for it.

· Sending out the documents for printing/scanning/binding, etc.

· Record daily employee attendants in access & submitting the report towards month end.

· In charge of purchasing, ordering office supplies & stationeries and maintain inventory.

· Handling all administrative related work.

U.A.E

Worked with Indigo Properties 
Receptionist/ Secretary 

· Attending calls and forwarding the same to the concerned person
· Responding to the customers complaints and other enquiries

· Preparing letters to be sent to the various clients

· Taking care of inward & outward documents, maintain I/O Register

· Faxes forwarded to the relevant persons

· Booking collection of cheques or documents through courier as and when required

· Dispatch of all the documents & receipts

· Handling sales enquiries on the phone

· Preparation of assignment forms & transfer reservation form 

· Handling all transfer cases for all projects in Analyst

· Updating Customers info on Analyst & updating on email listing

· Maintaining a record of the expiry of any company related documents or staff related documents

· Placing orders of Stationery

· Handling petty cash

U.A.E

Worked with Deco Emirates 
Receptionist/Administrator (Temporary Contract)
· Attending all incoming & outgoing International calls.
· Preparing Agendas & Typing minutes of meetings.
· Maintain the attendance register & submitting the reports towards month end.

· Drafting letters & independence correspondence.
· Document processing, filing & dispatching.

· Registers all outside receivables mail & packages. Arranges essential mail in priority.

· Working on outlook express.

· Makes appointment for clients & managers in arranging same day & future reservations.

· Continually reports to managers.

· Handling petty cash & making imprest claims.

· Ensuring all postal, courier dispatches are sent out/received as required.

· Procurement of stationery & other office supplies.
U.A.E

Worked with Infinity Investments Solutions 
Secretary/Administrator (Temporary Contract)
· Scheduling appointments for meetings, conferences, etc.

· Perform administrative tasks.

· Arrange meetings/greet clients.

· Track all calls to keep the record of all inquiries.

· Maintain dairy management.

· Provide full secretarial services (MS Office Package).

· Well versed with office correspondence.

U.A.E

Worked with Holford ASSOCIATES (Architecture) – (Site Office)

Secretary/Administrator (Temporary Contract)

· Scheduling appointments for meetings, conferences, etc.
· Take notes of meetings & prepare the minutes.
· Upgrading office filing system.
· Take & transcribe important & confidential dictation.
· Utilize a full range of skills in the operation of MS office application.
· Sending emails & faxes.
· Drafting letters & independence correspondence.
· Maintain the attendance register & submitting the reports towards month end.
· Maintain & direct the maintenance of files, both general & confidential.
· Making of Primavera.
· Ensuring all postal, courier dispatches are sent out/ received as required.
· Handling all administrative related work.
India

SEA WOOD GROUP (Properties)

Administrator/ Account Assistant

August 2002-December 2005.

· Handling EPABX 4 main lines 16 extensions switchboard

· Taking care of inward and outward Documents/Couriers

· Fix appointments as required by senior managers

· Type letters and correspondence for the company

· Assist clients with telephone and email inquiries
· Administer office responsibilities such as  
· Follow up on Payments

· Handle Cash Accounts and maintain complete accounts on tally

EDUCATION

· Bachelor of Arts from Mumbai University, India

COMPUTER SKILLS

· Operating Systems: Windows 95/98/2000/XP 

· Software Application: Proficient with MS Office 97/98/2000 including MS Excel, MS Word and MS PowerPoint and major Internet browsers. 

· Accounting Software: Tally

ADDITONAL COURSES

· Customer Service & Telephone Skills

· Office Health & Safety Representative
KEY SKILLS

· Excellent communication and presentation skills

· Confident & effective in dealing with public

· Capable to work on set goals with full dedication, commitment and self-initiation.
· Ability to work in a multi-cultural and multi-tasking environment

· Extremely confident, organized, and always eager to learn
REFERENCES

· Will gladly furnish upon request







