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SUMMARY
	
	
	


· 5+ years of experience.

· BCOM from EIILM University, Sikkim, India.

· Good decision making and analytical skills.

· Able to handle administrative tasks in very efficient way.
OBJECTIVES
	
	
	


To achieve excellence in working as dynamic professional offering solutions to business using the best available where my analytical ability and analysing quest are used maximum for growth of the organization and to grow with the organization. Seeking a challenging position in well established company that offers professional growth and ample opportunity to learn and enrich my competencies in my profession.

FUNCTIONAL EXPERTISE
	
	
	


· MS-OFFICE, Tally 9 Version
· Good in Typing
PROFESSIONAL EXPERIENCE
	
	
	


Organization:

St. Martha’s Hospital, Bangalore, INDIA 
Designation:        
Jr. Administrative Executive
Duration:

27th August 2009 to 17th December 2014 (5 Years 4 Months)

In St. Martha’s Pharmacy Department (Aug 2009 till Jan 2014)
Worked with Hospital internal software, Excel &  Ms office.

Job Profile:

· Help the Team to run the operation Effectively & Efficiently.
· Handled Cash Transactions upto 5 lakhs (INR).

· Generating Invoices / chasing Payment / Receivables / etc. 
· Transferring cash to Accounts / Banks and Banking works.

· Handled Hospital Pharmacy License / Permit work, Preparing & submitting statements.

· Maintaining records for Narcotic Drugs, / Maintaining Registers / Indents.

· Stock Checking / Stock Adjustments / Reports submitting to accounts.

· Experienced by all Clerical Works & Documentation.

· Maintained Inventory record for Stationery & Equipment.
· Trained staffs to work in Hospital internal software and as well as backend process.
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· Taken Responsibilities in Absence of In-charge. 

· Giving Training & Orientation to New Joiners.

· Maintained Dairy for events / birthdays/ Phone calls / etc. 

· Cash Final Bill reports to all Admitted - Insurance / Company patients. 
· Posting Staffs to Work in absence or Leave of any staffs. 
· Leave record : maintained record for staff leave as per the hospital policy.

· Maintained Staff attendance registers & reported to In-charge .
· Handled inspection process during Auditors visit for Inspections / reports are given to auditors enquires. 
· Coordinating with staffs & had sorted the issues from IP / OUT patient department. 
In Nursing College – Accounts Department (Feb 2014 till Jan 2015)
Worked with Tally software & Excel spread sheets.
· Fee Collection from students by DD / Cash, giving receipts for the same

· Depositing Cheques / DD s to Bank & Other Bank works.

· Preparing Fee – Reconciliation Report Qtly / yearly

· Handled Cash Transaction Up to 7 lakhs including payments.

· Preparing statements for all deposits and payments etc…

· Preparing Salary statements for employees, sending the emails.

· Maintained Registers for 400 students & Updating registers.

· Completely handled the admission process for new students.
· Preparing statements for Marks card & Certificates for 4 yrs – each batch students.

· Updating Student’s Breakage registers, caution deposits, surety, advances, Hostel accommodation registers in system as well as manually.

· During Theory & Practical Exam time – Remuneration process was handled. 

· Handled clearance process for Students.
· Handled auditing process with auditors. / Reports are given to auditors enquires.

QUALIFICATION
	
	
	


      2009–2012            EIILM – Sikkim University             Bangalore
· BCOM – Bachelor of Commerce

          -  1st Class     -  63.16%

ACHIEVEMENTS
	
	
	


· Secured 1st Rank in International Chinthana Science Examination
· Secured 1st Rank in 4th and 5th International Level Science Talent Examination

· Second Grade – “The State Level Intellectual Aptitude Development Test” 
SOFT SKILLS
	
	
	


· Training & Facilitation 

· Documentation

· Event planning and coordination
PERSONAL SKILLS
	
	
	


· Positive Attitude, Determined, High Energies. 
· Hard Working, and Sincere.
· Good decision making and analytical skills.

· Able to handle people in a very efficient way.
PERSONAL PROFILE
	
	
	


Date of birth                          
05TH August 1986
Gender



Female
Nationality


Indian
Languages Known

English, Hindi, Kannada, Tamil, & Telugu

                                   Currently in Husband’s visa 
DECLARATION
	
	
	


I hereby declare that the above information furnished is true to the best of my knowledge and belief.
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