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Personal Data:

Date of Birth    : 16th Aug 1989.                     

Gender            : Female

Nationality       : Indian

Marital Status  : Married
Visa Status      : Spouse Visa

	Career Objective

To be part of a success driven organization where I get ample opportunities to quench my thirst for knowledge and render my services to the best of my abilities utilizing my interpersonal skills
PROFESSIONAL SNAPSHOT
· A competent professional with 7.5 years of cross-functional experience in the area of Administration & Facilities, PR Dealing, Client Servicing.
· An effective communicator and team player. 
· Analytical skills to understand problems & derive feasible solutions for improvement, combined with decision-making skills to ensure speedy execution of operation.
Work Experience
Designation:    Senior Executive
Period:              Nov 2011 till Nov 2014
Task:                 In charge of the following tasks:
OAP is one of the Largest Leading Outdoor Advertising Agency in India. OAP is the AOR (Agencies on Record) for media planning and buying for many leading companies and advertisers in India.
OAP Clientage ranges from large out-of-home spenders to even medium spenders, but each one having recognizable and respected brands.

It was founded in 2002 and enterprising outdoor professionals with investments from ‘Selvel.

Quality Standards: OAP has been given the ISO Certification by TUV Austria.
OAP has been nominated of one of the Greatest Place to Work in Marketing and Advertising in 2012 according to survey conducted by GPW Institute.
· Maintaining all the purchase order, making it as per the client requirement and sending accordingly to the Vendor  through SAP.
· Maintaining the account ledger of the Vendors day to day and keep coordinating with the H.O for the accounts.

· Coordinating with the H.O for the vendor payments.
· Highlighting the clients issue to the management and suggesting solution to the Vendor end with satisfactory results.

· Bills Receivables & processed through SAP.
· To Handle Domestic travel arrangements– Air tickets /train/bus reservation, accommodation guest house booking Etc.

· Receivables of vendor bills & forwarding to Accounts Dept for payments after 
· Food and accommodations for guests.
· Organize various events and functions in the office.
· Taking care of all the new vendor registration with the company through SAP.
· Besides OAP, taking care of all the mentioned work for Adzedge and Touchpoint to.
· Taking care of all company expenses and processed bills through SAP to HO.
· Taking care of the employee’s Vouchers as in Mobile and Conveyance Bills.
· Taking care of all the documentation for ISO.
· Establishing, improving & sustaining client relationship by regular follow ups.

· Share the payments with the vendor and keeping the same record.

· Supervision Housekeeping & Security.

· Organizing Birthdays & other Parties, Events
Designation:     Assistant Manager
Period:             July 2010 – November 2011
Task:                 In charge of the following tasks:

Administration:-

· Maintains all kinds of monthly reports of Admin day to day activities like – Stationery, access control.
· Preparing P.Os and releasing same to the factory.
· Completing order on time and dispatching it on time.
· Maintaining the account ledger of the parties day to day and keep coordinating with the factory for the accounts.
· Coordinating with the clients for the payments on time.

· Taking care of all the escalation by the client related to the consignment and issue with the provided material.

· Highlighting the clients issue to the management and suggesting solution to the client end with satisfactory results. 

· Bills Receivables & Payables to all the company’s expenditure.
· To Handle Domestic travel arrangements– Air tickets /train/bus reservation, accommodation guest house booking Etc.
· Preparing PRM of vendor bills & forwarding to Accounts Dept for payments.
· Food and accommodations for guests.
· Organize various events and functions in the office.
· Read and analyze incoming memos, submissions, and reports in order to determine their significance and plan their distribution.
· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software.
· Review operating practices and procedures in order to determine whether improvements can be made in areas such as workflow, reporting procedures, or expenditures.
· Supervision Housekeeping & Security.

· Purchasing all the required material of the company.

· Maintaining leaves (Full day, Half day) and keeping a record of Leaves & Attendance.
· Organizing Birthdays & other Parties, Events
Human Resource:-
· Recruitment and Selection

· Assess requirements for the organization on a monthly basis

· Define specific job profiles

· Conduct recruitment exercises through Job Portals, walk–ins, Outsourcing.

· Completion of all Documentation formalities Related to Joining and Relieving.

· Conducting the induction programs.

Designation:     Customer Associate 
Period:             October 2008 –  May 2010
Task:                 In charge of the following tasks:

· Handling Customer’s Escalations related to service centre’s across India.

· Handling DOA(Dead On Arrival) Customer’s Escalations across India.

· Handling IWS (International warranty services) Escalations.

· Maintaining the RCA (Route Cost Analysis) on monthly basis.

· To impart trainings to the new joiners about the process.
Designation:     Front Office Executive
Period:             Since Oct 2007 – Oct 2008

Task:                 In charge of the following tasks:

· Managed all the administration work which constitutes Client Handling, Scheduling meetings etc.  
Summer Vacation Job :-
Job Profile: 

· Worked as a Customer Care Executive and verification officer for Six Months.
Achievements & Extra Curricular Activities
Achieved Best Coordinator Award from RT Outsourcing
Academic Qualification
· Pursue Post graduation in M.A (English) from Madurai Kamraj University (Correspondence)-2011.
· B.A from Delhi University (Sol) in 2010.
· Class 12th from (CBSE Board) in 2007.
· Class 10th from (CBSE Board) in 2005.
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