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	CORE STRENGTHS
Keyboard skills Office software Administration Reception Skills Equal Opportunities Filing systems

EMPLOYMENT HISTORY

Sr. ADMIN EXECUTIVE & EA TO CEO
Aug 2019-Aug 2020
BHAVNA SOFTWARE INDIA P (LTD)

ADMIN. ASSISTANT
Dec 2017 – July 2019
EFI/OPTITEX INDIA
LTD (India)

ADMIN. EXECUTIVE
Jun 2015 - Nov 2017
UNIPARTS INDIA PVT
LTD (India)


	OBJECTIVE
Well presented with exceptional customer service skills, and the ability to provide an effective Admin, Reception and switchboard service. Experienced in working under pressure in a quick paced fast moving environment and able to receive guests on arrival in a friendly, helpful and approachable manner.

Able to be an integral member of an administrative and clerical team, and can follow instructions and also have a willingness to learn, currently looking for a suitable Administrative position with a progressive company. Well versed in greeting visitors, scheduling appointments, and handling administrative and clerical duties.

BACKGROUND
BA- Economics – with over 5+ years of Effective Working experience as Executive Assistant & Admin Executive, with an of environment providing a telephone answering, admin and reception service as well as organizing the post, welcoming visitors and providing hospitality towards guests and clients.

MY WORK AS INCLUDED:
· Answering all incoming calls / emails and re-routing them to relevant parties.
· Meeting and greeting visitors ensuring they are signed in and inducted.
· Opening, distributing, collecting and taking the post.
· General administration duties, photocopying, filing etc.
· Dealing with any enquiries at the reception.
· Data entry onto internal systems.
· Reporting any problems to the office manager.
· Dealing with car park requests and hospitality requirements.
· Ensuring that the reception area is tidy and clutter free.
· Monitoring stationary stock and reordering when required.
· Operating a computer system and switchboard.
KEY SKILLS AND COMPETENCIES:
· Excellent telephone manner.
· Smart, presentable appearance. Ensuring an efficient running and operation of the Administration.
· Good organization and prioritization skills.
· Self-motivated, proactive & hardworking.
· Ability to listen and anticipate. Fully aware of all Health & safety legislation relating to office work.
· Experience of arranging month end invoicing on the SAGE System. Good IT skills Word, Excel, Email and Internet



EMPLOYMENT DETAILS
Aug2019– Aug2020 SR. ADMIN EXECUTIVE & EA TO CEO
BHAVNA SOFTWARE INDIA P (LTD)
[bookmark: _Hlk42530623]Responsibilities
· Manage schedules for executives, directors and CEO’s.
· Ensure that all travel details and logistics are managed properly.
· Liaise with board members to schedule meetings and prepared materials,
· Performing clerical tasks such as answering telephone calls and filing records.
· Managing Staffs & Volunteers.
· Greet guests and visitors and provide preliminary information.
· Managing personal services to executives.
· Drafting business letters when required.
· Raising PO on every month for day to day office items.
· Recording minutes of the meeting.
· Client support & In-house team support
· Facilitating in Vendor Payouts.
· Co-ordination with Bank for Salary Account Procedures as per new hire for opening New A/cs.
· Co-ordination with the HR dept. for documentations processing.
· Verify receipts of supplies and ensure that all payments are made in a timely manner.
· Preparing leave reports of all the staffs and sharing it with Reporting Manager.
· Assigning welcome kits to the New Hires and verifying the documentations as per the policy.
· Manage photocopying and faxing activities.
· Maintaining Invoice trackers on monthly basis and verifying it with CA as well.
· Updating Employee list.
· Co-coordinating with HR in allocating Medical Insurance Cards to all employees.
· Sharing Action Items of Executive Teams with CEO on weekly basis.
· Preparing Effort Distribution of Managers week ending wise and depicting it via Bar charts.
· Co-coordinating with HR for Birthday celebrations and other organizational events.
· Collect and Analyze data to create meaningful reports.
· Monitor tasks delegated by executives and ensure that all the projects come to fruition.
· Perform backup activities to secure information.
· Filter incoming mail,
· Ensure that inventory of office supplies is maintained efficiently.



Dec2017 – July2019 ADMIN. ASSISTANT
EFI/OPTITEX INDIA LTD (India)
Responsibilities
· Preparing attendance reports and sharing with senior managers.
· Petty cash management.
· Making pro-forma invoices /purchase orders along with DC’s
· Travel management both domestic as well international. (rail /air)
· Making hotel stay arrangements
· Keeping records of cheque’s and maintaining the same for the further invoicing.
· Creating opportunities and SAP accounts.
· Handling day to day administrative activities.
· Drafting business letters when required.
· Sending Invoicing Requests as per deals get closed.
· Coordination with the HR dept. for documentation processing.
· Maintaining the stocks of the software keys, getting its resets done as it expires.

Jun2015 – Nov 2017
[bookmark: UNIPARTS_INDIA_PVT_LTD_(India)] ADMIN. EXECUTIVE
 UNIPARTS INDIA PVT LTD (India)
· Taking dictation and their transcription.
· Making travel expense claims.
· Drafting business letters.
· Taking the attendance & keeping the record for future reference.
· Overall facilitation in Administration & travel arrangements.
· Booking Cabs, Hotels and Guest Houses.
· Making MIS Records of Travel tickets.
· Booking Meeting Rooms.
· Taking care of stationery and pantry.
· Preparing MOM, compiling & sending the meeting reports from the team.
· Schedule internal and external meetings/calls/ dinner bookings schedule and facilitate internal team meetings.
· Handling front desk too.
· Overall facilitation in Administration.
· Responsible to manage appointments, travel arrangements.
· Schedule meetings, conferences.
· Welcome visitors, guests and customers as they arrive and assisting them accordingly.
· Executive Assistant to the Director.
· EPBAX Management.
· Knowledge of recruiting from Job Portals.
· Preparing Offer Letters, Appointment Letters, Appraisal Letters, Experience Letters.
· Manage flow of Information- including high level / very sensitive and highly confidential information, with a high degree of discretion, via phone, email or meetings as applicable, to the management, staff, customer, vendor or any other associated stakeholder.
· Assisting Founder/ Director in his day to day routine activities and ensuring effective handling of same.
· Managing and issuing Printing, Stationary and Consumable supplies and other materials for office, facility, pantry, security, housekeeping, IT department
· Setting business meeting agendas, sending memos, accepting visitors, handling conference room occupancy.
· Executive Assistant to GCOO.


ACADEMICA CREDENTIALS
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LANGUAGES KNOWN

· ENGLISH, HINDI, MALAYALAM
PERSONAL INFORMATION

Nationality	:	Indian Date of Birth	:    Oct1, 1992
Address	:	61-G, Pocket = B/7, Mayur Vihar Phase -3, New Delhi - 110096. Marital Status	:	Single
Passport	:	S5732133, Expiring Aug. 08, 2028.
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S.NO  CERIFICATE/DEGREE  INSTITUTION /UNIVERSITY  GRADE  YEAR   

1.  MASTER’S IN ARTS   ( ECONOM ICS )   PURSUING  INDIRA GANDHI OPEN UN I VERSITY  2018  20 20  

2 .  POST GRADUAT ION DIPLOMA  (STENOGRAPHY)  YOUNG WOMEN CHRI STAIN  ASSO CIATION  201 4  2015  

3 .  BACHELOR’S IN ARTS   ( ECONO M ICS )  MAHARAJA AGRASEN COLLEGE  (REG ULAR)  DELHI UNIVERSITY  DISTINCTION  20 14  

4 .  HIGHER SECONDARY SCHOOL  ( CBSE)    KERALA SCHOOL  I CLASS  20 11  

5.  SECONDARY SCHOOL (CBSE)  KERALA SCHOOL  I CLASS  200 9  


