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PERSONAL SUMMARY
A highly competent, motivated and enthusiastic Administrative Officer with experience of working as part of a team in busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to office Managers and work colleagues.  Approachable, well presented and able to establish good working relationship with a range of different people. Possessing a proven ability to generate innovative ideas and solution to problems.

Now looking to further an already successful career by working for a caring, reputable and ambitious organization.

AREAS OF EXPERTISE 
Office Management
Administrative Support
New Recruitment / Arranging interviews 
Attendance / Daily Punching 
Minute Talking
Report Writing
Presentation
Dairy Management

WORK EXPERINCE

(A).
Administrative Assistant in Vandana Luthra curls & curves VLCC – Mumbai.

June 2013 to Dec.2014.
Working as part of a team and supporting the Office Manager, Section Head, Responsible for the day to day tasks and administrative duties of the office including covering the reception area. 

Duties:
· Meeting and greeting clients and visitors to the office.
· Typing documents and distributing memos and email notice.

· Supervising the work of office juniors and assigning work for them.

· Handling incoming / outgoing calls, correspondence and filling.
· New recruitment arranging interviews, CV selection.
· Organizing business travel, itineraries and accommodation for managers. 
· Monitoring inventory, office stock and ordering supplies as necessary.
· Updating & Maintain in the holiday, absence and training records of staff.
· Creating and modifying documents using Microsoft Office.
· Setting up and coordinating meetings and conferences.
· Updating, processing and filling of all documents.
(B). 
Secretary cum Administrative Officerin Najiesco Human Resources – Mumbai.
June 2010 to September.2013.
Duties:
· Responsible for all company secretarial functions, duties and responsibilities.

· Meeting and greeting clients and visitors to the office.
· Arranging new hiring / recruitment, arranging interviews.
· Arranging visa, passport, Medical for GCC Countries.
· Arranging visa stamping especially for Kuwait and Saudi Arabia.

· Maintaining resumes and all other details related to applicant.

· Supervising the work of office juniors and assigning work for them.

· Handling incoming / outgoing calls, correspondence and filling.

· Organizing business travel, itineraries and accommodation for managers. 

· Updating & Maintain in the holiday, absence and training records of staff.

· Creating and modifying documents using Microsoft Office.
· Setting up and coordinating meetings and conferences.

.
PROFESSIONAL AND ACADEMIC QUALIFICATION

· 84% in M.Sc [Food and Nutrition].Nutan college, Barkatullah University Bhopal (M.P.) (2010)
· 70% in B.sc [Clinical Nutrition and Nutrition],Govt Girls Geetanjali  College, Barkatullah University Bhopal (M.P.) (2008)
· 62%  in Higher Secondary from Tara Sadan Convent School ,M.P Board Ashoknagar,M.P (2004)
· 65% in High School from Tara Sadan Convent School, M.P. Board Ashoknagar,.M.P (2002)
KEY SKILLS AND COMPETENCIES
· Strong organizational, administrative, and analytical skills.
· Excellent spelling, proofreading and computer skills.
· Ability to maintain confidentiality.
· Excellent working knowledge of all Microsoft Office Packages.
· Ability to produce consistently accurate work even whilst under pressure.
· Ability to multi task and manage conflicting demands
