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Professionally committed to exceptional administrative support and performance excellence. Equipped with 4+ years rich experience in handling mid office support for Expedia travel website, team coordination and reporting. Competent in carrying out multiple tasks simultaneously, performing well under pressure, maintaining high quality, coordinating with the team and surpassing performance parameters. Good in organization, coordination, communication and interpersonal skills. Aspiring to work in a progressive enterprise where knowledge and experience will be utilized.








Competency in Back office Management�
�
�
�
Excellent in Client Communication�
�
Proficient in Administration Tools &Sales force


Can Multitask–Quick to Learn–Easy to Instruct�
�
�
�
�
�






Strengths





Strong Orientation in Office Administration


Can Work Under Minimum Supervision


Organization & Coordination Skills


Team Player with High Sense of Commitment











Purchase Officer – Anchortron International			Mar 2014 – Present


A general trading company dealing with marine equipment trading.





Process Expert – TRX, Bangalore					Jun 2009 – Feb 2014


A mid office support for Expedia hotels travel website











CAREER SNAPSHOT	





AREAS OF EXPERTISE   (Mid Office/People Management)











Manage inventory/rates online for Hotels in expedia.com via admin tools. 


Interpret the contract information and check this information, rates, inventory, taxes, policies etc. accurately and in accordance with client’s policies


Organize meeting. Handle minutes taking, collect, organize and summarize information as requested. 


Prepare presentations, training manuals, memorandums and reports. 


Open, sort and deliver incoming client e-mails. Read and analyze incoming requests/projects, find out its significance on various concerns, and assign/complete the required. 


Assume responsibility of business communication and interaction with clients and market managers. Develop good working relations with the same. 


Train new agents with process information and conduct TNA. 


Achieve and maintain quantity and quality targets


Communicate with higher authority regarding any application concerns, malfunctions or elements requiring immediate attention to optimize the performance 


Recommend changes to correct unsatisfactory conditions, improve accuracy and efficiency. 








Sales/Purchase











Perform activities directly related to sales and marketing including concurrent factors such as customer service and business operations. 


Initiate customer/supplier business relationships


Liaise with different suppliers to coordinate activities, exchange information, and resolve issues and concerns from customers and to ensure timely implementation of enquiries.


Ensure effective communication.


Act as point of contact for all issues on sales - marketing project. Assume full responsibility of business communication and interaction with a spectrum of clients, suppliers, vendors and other related parties. 


Manage phone call, answer inquiries and address concerns. Ensure all calls are directed in the right manner and important messages are conveyed at the right time. 


Prepare quotations, purchase requisitions, purchase orders, delivery notes, invoices, etc.


Handle import and clearance processing and payment follow-up. 


Consolidate and summarize reports, on a weekly basis or as required








Education








     Bachelor of Computer Application							2009	


     SDM College, Mangalore		


									








Computer Proficiency








Admin Tools, Sales force


MS Office Suite (Word, Excel, PowerPoint, Access), E-mail & Internet Applications


Typing Speed: 40wpm








          Personal Details











Nationality          : Indian


Date of Birth       : 28th April 1988


Marital Status     : Single


Visa Status           : Company Visa


Languages          : English, Tulu, Hindi & Kannada
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