
Dedicatedofficemanagementprofessionalwithover10yearsofexperience.
Capableofhandlingawiderangeofadministrative,technicalandexecutive
supporttask.Mygreateststrengthistheabilitytomultitaskeffectively.Computer
skillinMSofficeandotherapplications.

Experience

OfficeManager(2015to2018-05)

InternationalBusinessCentre(IBC),Dubai,UAE.

Developedefficiency-enhancingworkflow/processimprovementsthatmade
itpossibletoaccommodateincreasingresponsibilitiesnecessitatedbystaff
reductions.
Focusedoncostcuttingbyimplementinginventorycontrolsand
standardizingorderingprocedures
Coordinatingallofficefunctionsandsupervisingateam ofadministrative
professionals.

AdministrativeAssistant(2010to2015)
InternationalBusinessCentre(IBC),Dubai,UAE.

BecameatrustedassistanttoDirector,executivestaffandofficemanager
andearnedareputationforproducinghigh-qualitywork.
Answeredquestionsandaddressed,resolvedorescalatedissuesto
managementpersonneltosatisfycustomers.
Assistinresolvinganyadministrativeproblems.
Servedasexecutiveassistanttothemanagementteam,functionedas
primaryliaisontocustomersandensuredaconsistentlypositivecustomer
experience.

FrontofficeExecutive(2008to2010)
InternationalBusinessCentre(IBC),Dubai,UAE

Performedaccountsreceivableduties,includinginvoicing,discrepancies
andreconciliations.
Providedadministrativeservices,includingphoneandemail
correspondence,makingcopiesandhandlingincomingandoutgoingmail
andfaxes
Answeredtelephonecallstofieldinquiriesfrom clients,vendorsand
variousothercallersseekinginformation

Incharge-Billing&Documentation(2004-2007)
EVM Honda,Ernakulum.

Education

MasterofScience(MScZoology),MarathwadaUniversity,Nanded.

PersonalInfo

Address

6HB,22 THCrossRoad

PanampillyNagar

Cochin-682036

Phone
+918590170978

E-mail
jacobsheelu@yahoo.com

Skills

OfficeManagement

Team building&supervision

Report&documentpreparation

Accountspayable&receivables

RecordsManagement.

Software

MSOffice

Languages

English,Malayalam,Hindi
&Marathi.
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