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	Proactive and result-driven professional with 3 years of intensive work experience within diversified industries. Demonstrated competencies in handling wide range of office administration duties such as data entry, clerical functions, logistics coordination and accounting. Outstanding track record in carrying out multiple tasks simultaneously, performing well under pressure, meeting tight deadlines, maintaining strict confidentiality of company records, coordinating with third parties, dealing tactfully with various concerned agencies and surpassing performance parameters. Possesses strong IT knowledge utilized in handling delegated tasks with ease and efficiency as well as in streamlining overall operations within department. Strategic leader with high level analytical and problem solving aptitude plus excellent communication and interpersonal skills. 


	STRENGTHS

	· Competency in Office Administration Duties 
	· Expertise in Data Entry & Back Office Support

	· Strong Orientation in Project Coordination
	· Well Versed in Consolidating & Filing Data

	· Business Correspondence & Reporting Know-how
	· Adept in Inventory Control – Accounting

	· Excellent Coordination & Communication Skills
	· High Sense of Commitment & Responsibility



	QUALIFICATIONS

	

	Passed MBA in Human Resource Management, National Institute of Business Management, India

	2014

	Passed Graduation in B.com,  MES MSPS college, India
	2011



	ACHIEVEMENTS

	

	· Performed assigned workload with indefinable enthusiasm, commitment and dedication hence consistently delivered top quality performance which is deeply admired and appreciated by management and colleagues; awarded as Employee of the Month.
· Showed flexibility in working well in cross-functional teams with a good sense of urgency to complete multiple tasks even under pressure.

· Displayed abilities in handling problems as opportunities and dealing with difficult challenges.  
· Gained comprehensive knowledge of various industries’ flow of operation primarily of those directly related with logistics, construction, manufacturing and commercial businesses. Concurrently accrued thorough understanding with said sector’s admin support requirements and clerical/back office needs.
· Recognized as a quick learner who can easily understand and adapt company processes.


	CAREER SNAPSHOT


	Customer Support
	Aug  2013 – Dec 2014

	Kochi, India

	 

	Customer Support 
Excelsior Automobiles Pvt. Ltd. (Nissan),Kochi India
	Jun 2012 – July 2013

	
	

	
	

	


	AREAS OF EXPERTISE

	Administration 

· Act as a point of contact on all administration matters; liaise with different departments to coordinate activities, exchange information, and resolve issues as well as to ensure timely implementation of objectives.

· Assume full responsibility of business communication and interaction with spectrum of clients or other third party dealing with the organization. Develop good working relations with the same.

· In charge of day-to-day flow of all company documents including confidential proposals and agreements.

· Maintain accurate records of incoming and outgoing correspondence, file documents and letters systematically, and keep all assigned files up-to-date. Preserve confidentiality of all official documents.

· Handle complete facilities set up and upkeep ensuring enough quantity of supplies to support operations. 

· Keep inventory record for all office equipment and supplies. Seek approval for supply requisitions.

· Oversee office maintenance and housekeeping.

· Maintain logs of activities reports and forward to management.

· Help in continually reviewing and setting up improvements to current procedures.

 


	Automotive Service Advisor
· Ascertains automotive problems and services by listening to customer's description of symptoms; clarifying description of problems; checking vehicle maintenance records; examining service schedules.

· Verifies warranty and service contract coverage by examining records and papers; 

· Develops estimates by costing materials, supplies, and labor; calculating customer's payment, including deductibles.

· Prepares repair orders (RO) by describing symptoms, problems, and causes discovered, as well as repairs and services required; obtaining approval signatures; entering RO into service database system.

· Maintains customer rapport by explaining estimates and expected return of vehicle; obtaining customer's approval of estimates; obtaining and providing contact telephone numbers; answering questions and concerns; arranging towing and temporary transportation.

· Maintains automotive records by recording problems and corrective actions planned.

· Updates job knowledge by participating in educational opportunities; reading manufacturers' publications.

· Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments


	PROVEN JOB ROLE

	Movement Specialist
· Providing International Currency Rates for Customer & for Branches
· Handling Cash
· Sending the reports who needs it

Service Advisor
· Greeting customers, scheduling service appointments and receiving vehicle information

· Listening to requests of the service desired and clearly explaining information on the repair order

· Referring the technician to the customer and/or test-driving the vehicle to confirm source of service repairs

· Estimating the cost and time needed to do the repair, taking into account the customer's schedule. 

· Handling customer complaints and maintaining high customer satisfaction standards.

· Periodically checking on the progress of the vehicle during servicing and contacting the customer when technicians discover additional problems; getting customer approval to do additional work and explaining the work performed and the charges being billed.



	


	


	


	TRAININGS

	

	· Identifying various communications styles

· Strategizing about how to best interact with different styles of individuals

· Using Neuro-Linguistic Programming techniques to build rapport

· Using questioning strategies to identify problems and clearly define each other’s needs

· Applying reframing techniques to handle difficult interpersonal situations


	IT SKILLS

	

	· Proficient in MS Office (Word, Excel, PowerPoint, Outlook), E-mail & Internet Applications


	PERSONAL DETAILS 

	

	Nationality
	:
	Indian

	Date of Birth
	: 
	2nd June 1990

	Marital Status
	:
	Married

	Visa Status
	:
	Husband Visa

	Languages
	: 
	English, Hindi, Kannada, & Malayalam


	REFERENCES

	

	Will be provided upon request with supporting documents
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