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OBJECTIVE

A position as Coordinator / Account Assitant / Administration / Finance & Marketing  with a reputed organizational where I can utilize my education and experience for mutual growth.

HIGHLIGHTS

· Have over all 3.5 years experience in Coordination, Finance & Office Administration.
· Hold a IELTS Band Score of 6 (International English Language Testing System).

· Have Completed Cash Management Project at Menon & Menon ltd

· Have Completed Budgetary Control Project at K.G.Sontakki & Sons.

· Hold a Masters Degree in Management (MBA).
· Hold a Bachelor Degree in Commerce (B. Com.).

· Can work well on MS Office Applications.

· Excellent communication skills in English & Hindi
· Have excellent communication, convincing, negotiation, influencing & interpersonal skills.

· Skilful in diagnosing, understanding & handling customers’ / clients’ needs or wants and resolving their issues with ease.
· Friendly & pleasing mannered with good people skills.

· Young, energetic, enthusiastic with a desire to achieve the desired goal.

· Possess organized work attitude & excellent customer services skills.

· A good team player who can shoulder responsibilities during crisis.

· Can work under pressure & meet deadlines without compromising quality.
EXPERIENCE

· Coordinator/Faculty, Institute Of Management Sciences, Belgaum. Working date 1st August 2011 to 29th September 2012 .
· Sales and Finance Coordinator, Sons , Belgaum.        
Working date 1st January 2007 to 25th July 2009.
Job Profile

Coordination,Finance & Office Administration
· Coordinate with Team, clients & Management.
· Attend to students & perform coordination activities.
· Develop and maintain strong communication with key students .

· Preparing detailed quotations according to students enquiries.

· Update and Maintain enquiry schedules.

· Maintain current and accurate students files and information.

· Preparation of weekly/monthly reports on individual student performance.

· Assist the Account managers in pre & post activities like calling students, fixing appointments etc.
· Handle incoming mails & forward the same to respective departments.
· Make and record appointments.

· Prepare quotations, cost sheets.

· Provides services to outside vendors and invoices those vendors
· Uses responsible business practices to maintain confidentiality and security by treating          invoices and credit memos as cash
· Monitors accounts for prompt payment of invoices and issues late charges when required
· Approves for write-off any accounts that aren't paid in a timely manner
· Promptly deposits payments received
· Prepare agendas / programs for meetings.
· Provide students with all necessary information.

· Prepare & update various reports & make presentations.

· Actively recruit and counsel prospective students in assigned region.   

· Seasonally travel to high schools and college fair programs. Extensive overnight travel is required.

· Bank all monies received; administer the petty cash system.

· Assist with the preparation of management accounts and financial returns.

· Administer the organisation’s inventory systems for domestic and office supplies, furniture and other items.

Customer Service
· Handled multitasking responsibilities like attending to a call & at the same time entering students’ correspondence in order to minimize call duration.

· Update students on their due dates & consequences of late payment.

· Store and retrieve data on computers.
EDUCATION

· Masters in Business Administration (MBA),Karnatak University Dharwad (Karnataka), India
· Bachelor Degree in Commerce (B. Com.), Karnatak University Dharwad 
(Karnataka), India
COMPUTER SKILLS

· MS Office
· Internet & E-mail Applications

PERSONAL INFORMATION

Date of Birth


:
27th November 1987
Status



:
Single
Nationality


:
Indian
Languages Known

:
English,Hindi,Kannada,Marathi
Visa Status


:           Visit Visa.
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