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A motivated administrative professional seeking a position in a challenging environment. Over four years of experience to successfully provide administrative and secretarial support to the operational department. Proficient in a range of various technologies &computer applications. Well-developed communication and customer service skills work as add-ons on the primary expertise.Proven ability to efficiently plan and manage multiple assignments to meet tight deadlines. A proactive challenger who gets the job done.
	Core Components

Project Management – Proven ability to organize and accomplish a number of simultaneous projects within time constraints.

Planning Management – Extensive experience in planning and coordinating the entire department's administrative functions.

Demonstrated ability to work independently to efficiently complete multiple assignments.

Computer, Technology & Business Applications – Advance MS Office, Hardware Troubleshooting & Web Development forte.

Data Management - Strong background in developing and maintaining data management systems.

Communications – Excellent communication with co-workers, clients, subcontractors and about different projects’ concerns to senior level authorities. 


Academic Background –
MBASpecialised (HR & Sales) – JNU, 2013

BCA(Computer Application) – IMS, 2009

Professional Experience –

Administrative Supervisor






(January 2010 to July 2014) Team 4 Soft Solutions (P) Ltd. (An Indo-US Joint Venture)





 India
Job Responsibilities –

· Manage administration tasks for business meetings, including compiling agendas, recording minutes and drafting correspondence based on meeting outcomes.

· Document and file ethics applications and maintain an up-to-date database of outcomes for applications granting and reporting information

· Update website content using custom-built content management system

· Reconcile expenses and payment of office accounts

· Conduct inspections of office premises to ensure facilities comply with OH&S standards

· Answered department telephone in a polite and professional manner, directing calls where appropriate and delivering accurate messages 
· Maintained office equipment and supply of general stationery, and ordered repairs and servicing of machinery as required 
· Documented the receipt of official documents and filed them efficiently before updating the database with new information 

· Providing extensive training to new hired employees in managing administrative tasks within the particular department.
· Communicating with C level of organisation hierarchy, management, staff, suppliers and customers to ensure a pleasant work environment

IT & Computer Expertise –
Software: MS Office, DOS, Windows XP & 7, Photoshop, Dreamweaver, FrontPage & Flash.
Technical Languages: HTML, C# & .Net.

Development & Designing: Throughout Web Development & Designing on different dynamic platforms.   

Projects &Research –  
	Project & Research Type
	Developed System/Application
	Undertaken Methodology

	Web Development
	Online Auction & Barter System
	ASP. Net

	Business Application
	Calendar System
	C# Language


Certifications –

· Certified C#&.Net programmer 

· Diploma in Computer Hardware 

· Computer Software Application Certified  

Personal Details –

· Date Of Birth

:
12th Aug 1987

· Gender

:
Male

· Marital Status

:
Married

· Nationality

:
Indian

