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Office Administrator.
CAREER OBJECTIVE
Exploring career progression opportunities with full of challenges in a leading organization where I can utilize my skills to make a tangible contribution to the growth and profitability of the organization.

CAREER HISTORY

Office ADMINISTRATOR – March 2015 –May 2016
Employers name – CSC India Service Pvt.Ltd (Mumbai(India))
Responsible for managing the company’s office facilities and administrative staff.

Duties;

· Implementing time management strategies to control workload.

· Providing administrative support to senior Manager.
· Coordinate online Internet and telephone conference calls.

· Dealing with telephone, email & general enquiries.

· Maintaining up to date data on spreadsheets.

· Welcoming visitors to the office.

· Reconciling accounts payable invoices for payment.

· Interviewing job applicants.

· Keeping staff attendance records and time sheets up to date.

· Sending out business letters on behalf of senior managers.

· Arranging travel and hotel accommodation for senior managers.
· Organising refreshments for visitors to the office.
· Ensuring all safety procedures, practices, and regulations are followed in the office.

· Coordinating with the HR department regarding new hire starts in the office.

· Ordering stationery, periodicals, books and office equipment.

· Providing administrative support to work colleagues and senior managers.

· Organising agendas for meetings.

· Maintain and distribute staff weekly schedules.
Asst.Office ADMINISTRATOR –May 2010 –March 2015
Employers name – Vodafone India Service Pvt.Ltd(Pune(India))
Responsible for handling the day-to-day administrative tasks of the office and making sure that everything runs smoothly.
Duties;
· Carrying out large volumes of filing while retaining a good level of accuracy and efficiency.
· Maintaining an effective administration system.

· Rapidly responding to and resolving any administrative problems.

· Managing related legislative, regulatory and compliance issues.

· Running the company reception area.

· Coordinating office procedures.

· Making sure that information is quick and easy to locate.
· Ordering and maintaining office stationery and equipment.

· Typing up correspondence including letters, faxes, minutes and memos.

· Offering a warm and friendly welcome to any visitors.

· Sorting and distributing incoming post.

· Processing staff payrolls, keeping account of finances and updating staff files.

· Receiving and redirecting telephone calls.
· Raising and progressing purchase orders.

· Booking travel and accommodation for senior managers

· Updating office manuals and brochures.

· Managing electronic and printed files.
· Supervising and co-ordinating the activities of office staff.

· Planning office social events such as company lunches and birthdays.

· Handling incoming and outgoing post.

· Creating and modifying documents using Microsoft Office.

· Managing the filing, storage and security of documents.

· Taking minutes at internal and external meetings.

· Providing administrative support in varying capacities.

· Communicating with other company offices in different cities regarding projects.
Asst-Office ADMINISTRATOR – Oct 2007 –March2010
Employers name – Future career Solutions (Odisha-India)
Responsible for managing the company’s office facilities and administrative staff.

Duties;
· Updating office manuals and brochures.
· Managing electronic and printed files.
· Supervising and co-ordinating the activities of office staff.

· Planning office social events such as company lunches and birthdays.

· Handling incoming and outgoing post.

· Creating and modifying documents using Microsoft Office.
· Keeping staff attendance records and time sheets up to date.

· Sending out business letters on behalf of senior managers.

· Arranging travel and hotel accommodation for senior managers.
· Organising refreshments for visitors to the office.

KEY SKILLS AND COMPETENCIES
Professional

· Well organised, and be able to prioritise work in an efficient manner.

· Providing high quality Customer Service.

· Good level of numeracy.

· Good at juggling tasks and prioritising.

· Impeccable telephone manners.

· Resolving and managing queries to closure.
· Knowledge of different methods of communication and able to make the most of each of them.

· Ability to identify a subordinates strengths as well as weaknesses.
· Able to deal with high volume workload.
· Maintaining cashbooks for allocated bank accounts.
· Proven ability to drive results, continuous improvement, and significant growth.
· Great organizational skills with the ability to prioritize.
· Can work in a team orientated environment.
· Strong supervisory and leadership skill.
Computer Skill
· MS Office Application

· Microsoft Outlook

· IBM Lotus note

· SAP ERP Application
Educational Qualification
B.Com. at Bhanja Vihar University, Berhampur, Odisha. (2004 - 2007)

Intermediate (+2) in Commerce at Odisha council (2002 - 2004)

High School at R.C.M High School, (2002)

Personal Details:

Visa Status                         Visit Visa
Religion


       Hindu

Marital Status 

       Un-Married

Language Known
       English, Hindi, Oriya.
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