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Career Objective:
To work in a dynamic and challenging arena where I can make use of my adaptive and analytical skills and there by contribute to the further development of the organization.
Key Skills
· A team worker with the ability to contribute expertise and follow leadership directives at appropriate times.
· A proactive worker with abilities to make effective presentations and to communicate with concerned authorities. 

· A disciplined and punctual professional with strong focus towards achieving goal through collective efforts backed by a positive attitude and a keenly analytical mind.

Education Qualification

	Examination
	Board
	Year


	Division

	Madhyamik Pariksha
	Board of Sec. Education
	1998
	II Div



	Higher Seceondary .Examination
	Council of Higher Sec.Education
	2000
	II Div

	Graduation III yrs

(with Office Management Course & Secretarial Practice ) Computer, typing Shorthand
	North Bengal University


	2003
	II Div



	M. Sc. In Disaster Mitigation
	Sikkim Manipal University
	2005-07
	II Div


Qualification: 1.Three years Office Management & Secretarial Practice Course with   

      Computer, Shorthand, Typing.

     2.  Tally ERP 9
    Three years teaching experience in Mount Star Academy.

Work experience:  Six years (6) Front office cum admin Manager in hospitality Industry (4* Hotel Silver Oaks).
Currently working as an assistant accountant, Company in Bangalore, India.

JD :
Handling incoming & outgoing calls.

Handling office maintainance responsibilities.

Handling courier.
Staff attendance register.
Checking inward & outward mails.
Fixing the appointments.
Keeping track of electricity/telephone bills.

Responding to incoming and outgoing calls. 
Handling Visitors. 
Attending queries and escalating it to concerned department. 
Customer relation/Handling. 
Keeping a track of incoming and outgoing couriers. 
Maintaining stationary and attendance registers, preparing cheques & all banking related work. 
Taking care of all the correspondence. 
Maintaining all office files. 
Check Daily Mails, Purchase entry in Registers. 
Scanning and Drafting Important Letters. 
Assisting Manager in all possible works as per instructions.  
Attending phone calls from clients and also responding to the emails received from clients and concerned party members without fail. 
Making sure all the reports and data files are arranged in a perfect manner so as to avoid any inconvenience in business matters.
. 

Take care of all admin related work in the office incl. supervising housekeeping, stationery, etc.
Keep weekly billing records and send to the head office.
Prepare monthly MIS report
Travel bookings and Hotel reservation.
Accomplishments:     

· Best President of Rotaract club R.I. District 3240

· Best speaker in debate school competition

· Actively participated in social service through Rotaract club.
Strengths:

· A self starter with a Positive attitude.

· Ability to cope up with any kind of environment.

· Strong desire towards achievement of Goals.

· Comprehensive problem solving abilities.

1. Current Company: Sherwood Suites, Bangalore, India.

2. Total Years of Experience: 6 Years

3. Relevant Experience: 6 Years

4. Language – English & Hindi
