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SAMIYA MOHAMMED BEPARY

Mob: 050-8896607, 056-1548020
E-mail: samiyamohd5555@hotmail.com
PERSONAL STATEMENT:

I am a highly resourceful, flexible, innovative and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. I’m a quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment.

I am now looking for a career advancement opportunity with a company that will allow me to develop my skills and potential.

EMPLOYMENT HISTORY: 
1. Dubai AutoDrome LLC 
Receptionist cum Administrative Assistant
March 25th, 2012, till Dated 
COMPANY PROFILE: Motorsports Facility 

Main Job Tasks and Responsibilities
· Answer, screen and transfer inbound phone calls

· Receive and direct visitors and clients

· Take and relay messages

· Provide information to callers

· Greet persons entering organization

· Direct persons to correct destination

· Deal with queries from the public and customers

· General clerical duties including photocopying, fax and mailing

· Handle requests for information and data

· Provide general administrative and clerical support

· Prepare correspondence and documents

· Receive and sort mail and deliveries

· Arranging for cheque collection 
· Maintain appointment diary either manually or electronically

· Monitor and maintain office equipment

· Control inventory relevant to reception area

· Tidy and maintain the reception area
2. Australian Hair Care Centre.         [image: image1.png]                   

Administrative Executive cum Secretary

October 25, 2002 – October 8, 2010
COMPANY PROFILE:  It is a Hair Replacements centre

· Duties and Responsibilities:
1. Offered total administrative support to the managers. Controller of Finance and direct reports.

2. General Correspondence

3. Maintaining files and documents

4. Checking E-mail daily.

5. Updating & reporting of the details

6. Arrange meeting & fixed appointment for Manager.
7. Organize conference and meeting room bookings

8. Responsible in bookings (tickets & hotels) for manager & employees.
9. Handles incoming & outgoing calls.
10. Interact with vendors & clients.

11. Prepare the delivery order and Invoices etc.
3. MOHAMMED ZAINAL FARAIDOONI DUBAI        [image: image2.jpg]       

      Indoor Sales Executive

      September 01, 2001 -October 23, 2002
COMPANY PROFILE:

Mohammed Zainal Faraidooni is a reputed sanitary ware showroom dealing with a wide range of sanitary wares, fittings & accessories. They are the exclusive agent for GROHE, TWYFORD & JACUZZI amongst many other.

· Duties and Responsibilities:
· Attending to Customers Requirement.

· Making Quotations & Invoice for Customers

· Arranging deliveries for Customers

· Coordinating between Customer & other Contractors.

· Reporting to the Sales Manager
4. SPECTRO LINE TRADING L.L.C

     Receptionist

     February01, 2001 - August 31, 2001

COMPANY PROFILE:

Spectro Line trading LLC are dealers in Refrigeration tools & items used for display in Super Markets, Shops etc.

· Duties and Responsibilities:
1. Attending Telephone Calls.

2. Locating Customers call to the Salesperson in-charge of the Customer.

3. Replying to Customer’s Enquiries of Ex-stock products available in the Showroom.

4. Receives faxes & Couriers and handling them to proper channel for further action.
PROFESSIONAL EXPERIENCES:

    20 Years in U.A.E
SPECIAL SKILLS:

1. Ready to face challenges.                    


2. Sincere, dynamic and hard-working.

3. Ability to interact with all kinds of people.  

4. Typing Speed: 40 word per minute.

5. Ability to follow instructions well and make decisions with no supervision.
EDUCATIONAL QUALIFICATION:

     Passed High School

     Bachelor’s degree ongoing 
COMPUTER SKILLS:

· Ms Office 

· Microsoft Word, 

· Excel, 

· PowerPoint, 

· Internet and E-mail.

· Microsoft Dynamics 365

· Microsoft Dynamics NAV  
· CRM 
Professional Certificate:

1. Certificate in Human Resources Management (HRM) 

 (MS Office, Internet) Executive Secretary Course, Knowledge of Typing. 
2.  Orbit Communication Strategies.
PERSONAL DETAILS:

Date of Birth

:
04/05/1980

Nationality 

:
Bangladeshi

Sex


:
Female 

Marital Status
:
Married
Visa Status

:
On Company Visa  
Passport No   
:
BT0529836
Driving License
:         Valid U.A.E. Driving License

LANGUAGES KNOWN:

Arabic 
:
Writing, Speaking & Reading.

English 
:
Writing, Speaking & Reading.

Bengali
:
Writing, Speaking & Reading.

Urdu

:
Speak.

DECLARATION: I hereby declare that the information given above is true to the best of my knowledge and belief.

SAMIYA MOHAMMAD BEPARY

