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Career Objective
Front office position where I can help in creating a positive image of the firm by politely and effectively communicating with clients.

Professional Experience

Pune, India, as Office Executive from 01.05.2014 to till date
· Receiving  Visitors
· Answering telephones, handle customer queries 
· Collecting information

· Purchase and Sales 

· Arranging Meetings

· Schedule appointments
Front Desk Coordinator from 26.11.2013 to 21.04.2014

· Receiving visitors, in person or on the telephone; answering or referring inquiries. 

· Guiding prospective customers to the right person/department (EPABX)
· Maintaining security by following procedures; monitoring logbook; issuing visitor badges.
· Collecting and dispatching mail
· Maintaining cleanliness in and around reception area 
· Coordinating and arranging staff meetings and business conferences
HR Assistant cum Front Office Administrator from 17.08.2009 to   06.11.2013
· Receiving  incoming / outgoing calls, connecting calls to concerned dept., through EPABX
· Receiving  visitors and coordinating with suppliers 
· Collecting, entering in excel and distributing the post and couriers.
· Maintaining stationary inventory.
· Maintaining the attendance register.
· Issuing experience, work, salary and relieving letter.

· Screening Job applications scheduling interviews and forwarding the same to the concerned.

· Operating Payroll software related to employees HR data.
· Maintaining the Up-to-date details of all the existing and new appointed staff members

· Coordinating with ESIC related activities with respective departments.

· Maintaining the Training records in the personal file of the employees.
· Keeping record of Pantry stock/Petty cash.
Assistant Office from 01.10.2008 to 28.02.2009
· Handled Post Paid and internet billing.
Education
ACADEMIC QUALIFICATIONS:

· 2006 to 2008: Bachelor of Arts (B.A) From Mangalore University.

· 2005: Pre-University Education Board (PUC) From Karnataka Board.

· 2002: Secondary Education Board (SSLC) From Karnataka Board.
ADDITIONAL QUALIFICATIONS:

· Diploma in Computer Application – Karnataka Computer Education, Udupi – 2008.

· Courses: MS Excel, M.S. Word, M.S. Access, Tally 9.0, Power point, Internet.

              Operating systems: MS windows XP& 7

Key Skill:
              Verbal Communication, Team work, software skill (MS office/ERP/PAYROLL)
Awards/Achievements:

· Received first place in painting competition during high school level.

· Received first place in District level painting competition.

· Received second place in Wall magazine   drawing during college level.


Hobbies: 
               Painting, Reading books & listening to Music.
Strengths:
· Able to work under pressures of deadlines.

· Excellent communication skills/Enthusiastic learner 
· Good organizing skills
· Self-motivated, proactive & hardworking.

· Ability to listen and learn.

· Smart, presentable appearance.
Date of Birth: 4th Dec 1986 ( Languages Known: English, Hindi, Kannada, Konkani and Tulu
|Visa Status: Visit Visa
Declaration 

I confirm that the information provided by me is true to the best of my knowledge and belief.
           








PAGE  

