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CAREER OBJECTIVE

To be involved in work where I can utilize my skills,  and ability to work well with people and creatively involved with system that effectively contributes to the growth of organization.
ACADEMICS

	Course
	College/University
	Year
	Aggregate

	Secondary School
Certificate (Class X)
	National Open School                           (Delhi University)
	1996
	77%


TECHNICAL SKILLS
· Knowledge of Computers ( Word, Excel, Internet & Basic of PowerPoint)
CERTIFICATION
· Successfully completed course of Telephone Operator Course in 1996.
· Successfully  completed  course of  Computerized Personal Secretary  Course   from    Davar's College in 2006.
· Having Typing Speed of 55 W.P.M.
· Successfully completed course of Typing 40 W.P.M. (with Govt Certification)

· Successfully completed Course of Typing 30 W.P.M (with Govt Certification)

ORGANIZATIONAL EXPERIENCE

Working with TECHSKILL (INDIA) PVT. LTD. 
· Designation : AS AN ADMIN OFFICER   from 15th July  2013  till date 

· Company Profile:  Facility is in operation since year 2007 for testing and training. Centre is fully operational since July, 2013.  Test facility offers testing of Welders, Pipe & Structural Fabricators, Electricians, Instrument technicians.

Job Profile:-  

· Correspondence with clients and subsequent follow ups.

· Co-ordinate all preparation for Trade Tests with work shop supervisor.

· Able to record time keeping and leave records and all administrative related activities of all employees.

· Up keeps of entire office and work shop area, pantry, washroom and replenishes related items.

· Enforce discipline in all junior staff.

· Making Invoices & P.O and mailing it to Vendors & Clients.

· Maintaining hard & soft copy record of PO’s and Invoices for records.

· Co-ordinating with various vendors for quotations of material required by the WPS sent by the client.
· Co-ordinating with the Workshop staff for shortage of material.
· Handling Incoming & outgoing couriers.
· Filling all documents.

·  Co-ordinating with the travel agency for the booking of air   tickets.
· Act as the main point of contact for visitors and callers, including reception      duties.

· Provide general administrative support to the staff team.

· Undertake general administrative duties.
· Filing, copying and faxing.
· Collation and distribution of minutes, reports and other documents.

· Dealing with incoming and outgoing mail and general emails.

· Ordering of equipment, materials and office supplies.

· Minute taking for Board, team meetings and other meetings as required.

· Undertake and assist in the recording and processing of invoices, receipts and payments. 

· Administer the petty cash system and ensure appropriate record keeping.

Working with ALA CONCIERGE SERVICES PRIVATE LIMITED
· Designation :- AS  AN AREA RELATION MANAGER from 23rd Jan 2013 till 14th July 2013
· Company Profile : Overall services under one roof is done from a Pen buying to an Air ticket booking.

Job Profile:-  

· Interact with the Clients directly.

· Use to follow up with the date to date requirements of the client & inform the details to the Executives.

· Follow up with the Supervisors regarding the job status of the client and send a mail regarding the feedback to the client by end of the day.

Worked with SYNERGY SAFE CLIMBER & PROPERTY SOLUTIONS PVT. LTD.
· Company Profile:   SYNERGY SAFE CLIMBER is one of the leading Facility Company with the overall staff strength of 2470 in 2 regions.

· Designation :- AS A SR. OPERATION CUM ADMIN EXECUTIVE from 16th Aug 2010 till 24th June 2013
Job Profile:-  

· Reporting to Managing Director and updating him on daily report of sites.
· Handling overall operations related to Issues, Housekeeping, Purchase,
· Monitoring of sites like Aircel Coco’s 24 outlets, Axis Bank 25 outlets, Adlabs, Reliance Future group, RNA Worli & Sewree, La Plazzo, Lavista, Mahindra Logistics, etc.

· Interacting with Facility Managers regarding daily Cleaning issues of  House Keeping

· Looking after any pending bills, salary issues, pending invoices issues

· Monitoring the cleaning standard and maintaining the quality of work at all  prestigious sites.

· Being a one point of co-ordination with the Site Managers & Supervisors handed all the issue relating to material, machines, staffing, salary issues, 

· Co-ordinating with various vendors for material required at the sites and ensuring that the material reaches on time for key clients

· Co-ordinating for special request of material by the client apart from monthly material.
Worked with TOTAL SOLUTIONS FACILITY MANAGEMENT PVT. LTD.
· Company Profile:- TOTAL SOLUTIONS is one of the leading Facility Management company with the over all staff strength of 4500 in 4 cities
· Designation : AS A SECRETARY TO MD from 21st May 2007 till 24th May 2010
Job Profile :-

· Reporting to Managing Director and updating him on daily work schedule.


· Maintaining Contact Details & fixing up meetings.

· Maintaining records of his credit cards, his official details.
· Arranging for Boss’s travel (Domestic / International), hotel stay, pick-up & drop facility and also take care of his travel & credit card settlement.

· Taking dictation & drafting mails.

· Personal work & keeping records of visiting cards.

· Maintaining his official & personal files.

· Arranging for conference rooms & refreshments for meetings.

· Maintaining data & doing filling work.

· Handling Incoming & outgoing couriers of MD.

· Maintaining database of clients.

· Handling all Basic Secretarial work.

· Designation :- AS OPERATION CUM ADMIN EXECUTIVE in TOTAL SOLUTIONS
Job Profile:-  

· Reporting to General Manager Operation and updating him on daily work schedule.
· Making and checking Material Requisition of 150 Sites ensuring it is under budget.

· Co-ordinating for special request of material by the client apart from monthly material.

· Maintaining and up keeping office house keeping
· Maintained monthly inventory and par stock records for materials and equipments for day-to-day operations.

· Fixing MMR with the clients & giving the schedule to the GM.
· Preparing Budget Sheet as per the budget fixed by the client.

· To check the vendor bill against Purchase Order & submit the invoices to Accounts Dept.

· Day to day follow with the vendors for the timely delivery of material.

· Keeping Records Of All The Purchase Orders. Both Hard & Soft copy

· Payment Follow up with account department to release the vendor payment.

· Payments follow up with client.

· Looking after all stationeries & Printing stationary (like visiting cards, letter heads, company brouchers, register, stamps etc...) 

· Booking Tickets of Air, Train, bus & cars for office staff & Guests
Worked with BHW BIRLA ( HOME LOANS)
· Company Profile :- Dealing in Home Loans

· Designation : AS A TELE CALLER FOR INBOUND & OUTBOUND from 
Dec 2005 to April 2006
Job Profile :-
· Tele calling for Mumbai customers.
· Doing cold calling from data base and fixing an appointment with them.
· Handling the appointment to the executive with the customers full details and their 
requirement.
· Handling telephonic calls and answering to their queries. 
Worked with SPANCO TELESYSTEMS
· Company Profile :- A Call Centre

· Designation : AS A SR. SALES CO-ORDINATOR from 28th August 2004 till 1st April 2005

Job Profile:-  

· Tele calling for Mumbai & Pune customers. 

· Selling of products for Eureka Forbes and sold atleast 28 products like :-

· Nutricook, Convector Oven, & Eureka Forbes Aqua Guard. 

Worked with GLOBAL FASHIONS/GLOBAL EXPORTS
· Company Profile :- Export & Import of Dress Material 

· Designation : AS AN OFFICE ASSISTANT CUM RECEPTIONIST from 19th Feburary 2000 till 5th Feb 2001
Job Profile:

· Filling all the important documents.

· Attending & transferring the phone calls

· Typing letters & mailing to the concern person.
· Removing Zerox.

· Faxing important documents to clients.

· Receiving couriers and dispatching it to respective departments.

· Administration Support : Responsible for ordering Housekeeping material, stationery, updating internal telephone directories.

· Maintains safe and clean reception area.
Worked with SIMCO SCIENTIFIC INSTRUMENTS
Designation :- AS A ADMIN ASSISTANT CUM RECEPTIONIST from 29th July 1996 till July 1997
Job Profile:

· Attending & transferring the phone calls

· Attending the Guests/ Customers at reception.  
· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries. 

· To keep a good co- operation with Colleague as well as seniors
· Typing letters & mailing to the concern person
· Responsible for signing for parcels and documents sent by courier and other delivery services, keeping records of receipts and advising recipients promptly.

· General assistance with clerical jobs for other internal departments as and when required - possibly involving typing and photocopying

· Administration Support : Responsible for ordering Housekeeping material, stationery, updating internal telephone directories.

· Maintains safe and clean reception area.
PERSONAL INFORMATION
Date of Birth                       
:
01st September, 1977
Nationality                         
:
Indian 
Sex                                  
:
Female
Marital Status                      
:
Married
Languages Known            
:
English, Hindi, and Marathi
ADDITIONAL INFORMATION
Key Skills                               :  Good Leadership, Friendly by nature.
Hobbies                                  :  Reading newspaper, Cooking,
Spending vacations in new Places, Listening music.
DECLARATION
I hereby declare that all the details mentioned above are true to the best of knowledge.
Place: 

