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TONY
TONY.21684@2freemail.com  

Career Objective

Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.


Work Experience

ORGANISATION- Rhema Dairy Products India Pvt Ltd.
DURATION- March 2010 – April 2015
DESIGNATION- Administrative Assistant Manager 
Served as executive assistant to the management team, handled a busy phone system, functioned as primary liaison to customers and ensured a consistently positive customer experience.
· Dedicated and technically skilled business professional with a versatile administrative support skill set developed through experience as an office administrative assistant and office clerk..

· Created automated daily stats report that reduced inaccuracies and provided management with an important decision-making tool.

· Quickly became a trusted assistant to the company president, executive staff and office manager and earned a reputation for maintaining a positive attitude and producing high-quality work.

•    Responsible for scanning, printing and filing documents appropriately.
•    Creating co-ordination between high level management to low level management
     according to company hierarchy.
• Responsible for facilitating visits, meetings, conferences 
•   Calling and generating qualified leads and maintaining backup.
• Handling qualified leads of subordinates calling agents.
• Create systematic integration and healthy environment at the floor to     meet targets through performance appraisal.
Responsibilities Handled  

 Office management
Inventory Management
Report Document Preparation
Policies &Procedures Manuals

Records Management
Book keeping Payroll
Accounts Payable/Receivable                            Team Building & supervision


Personal Strength

· Believe in working as a team with respect and trust for each other 

· Can work efficiently under pressure and can bounce back from failures.

· Honest  and  trustworthy

· Good communication skills.

· Quick learner with good grasping ability.
· Possessing excellent administrative and managerial ability.
Academic Qualification

	Sl. No.
	Degree / Stand
	Board/University
	Academic year

	1
	B.Sc.
	M.G University
	1998-2001

	2
	VHSC
	Vocational Higher Secondary Education
	1995-1997

	3
	SSLC
	Kerala State Board
	1993-1994


Technical Qualification
Post Graduate Diploma in Computer Application (P.G.D.C.A) from L.B.S Centre for Science & Technology.
Declaration
I hereby declare that all the information furnished above is correct to the best of my knowledge
