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Nationality: Indian             


 
Note:   Educational certificates attested

PROFESSIONAL SUMMARY:

Dedicated and focused Administrator with 8+ years of experience who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals. Seeking a role of increased responsibility and authority.
SNAPSHOT
Microsoft Office 

Proficiency Excel spreadsheets

Results-oriented

Self-directed

Time management

Professional and mature

Strong problem solver

Strong interpersonal skills

Schedule management

Self-starter
KEY STRENGHT
· Interpersonal Communication Skill with strategic and creative thinking.
· Received a merit raise for strong attention to detail, exemplary customer service and team-player attitude.
· Ability to develop and maintain strong client relations and customer service skill.

· Good team worker with a leadership aptitude.
· Developed and implemented company’s first employee manual outlining all proper business procedures and office policies.

·  Successfully planned and executed corporate meetings, lunches and special events for groups of 500+ employees.
· Motivated individual willing to work in a team.
EDUCATION

Master of Computer Application Madurai Kamaraja  University (DLP), Madurai

Bachelor Degree in Electronics, Ranidurgavati University, Madhya Pradesh

Diploma in Digital Imaging – Global Technologies Bangalore
WORK EXPERIENCE__________________ ____________________________________

Company   
 :  Concentrix




Location: Bangalore –India

Designation
 :   Administrative Assistant
Period            
 :   March 2013 _ Present

Concentrix, is the company graduated overnight to one of the largest business process outsourcing employers in India with its acquisition of IBM Daksh, finds the margins that IBM scorned very attractive and is scouting for more acquisitions.
Job Responsibilities

· Designed electronic file systems and maintained electronic and paper files.

· Maintained the front desk and reception area in a neat and organized fashion.

· Maintained the front desk and reception area in a neat and organized fashion.

· Planned meetings and prepared conference rooms.

· Drafted meeting agendas, supplied advance materials and executed follow-up for meetings and team conferences.

· Dispersed incoming mail to correct recipients throughout the office.

· Made copies, sent faxes and handled all incoming and outgoing correspondence.

· Created weekly and monthly reports and presentations.

Company  
 :  Gokaldas Exports Private Limited                Location: Bangalore –India

Designation
 :  Assistant Executive – Export Documentation

Period

 :  August 2009 – April 2012                       

Gokaldas exports is the India’s largest manufacturer/exporter and has retails the position till date, with around 25 manufacturing units and with a taskforce of 30,000 employees. Manufacture and exports 2 million garments per month.

Job Responsibility

· Preparation of bank documents as per LC terms & conditions.

· Maintenance of LC registers & LC balance registers.

· Preparing commercial invoices as per buyer’s format.

· Payment follow-up with buyers & buying agents.

· Preparation of pre shipment documents such as Invoice & Packing List as per buyer’s specifications.
Company            :   Bharti Airtel Limited                               Location: Bangalore –India

Designation
     :  Process Coordinator

Period                  :   January 2007- July 2009                                            www.airtel.in 

Bharti Airtel Limited is a leading global telecommunications company with operations in 20 countries across Asia and Africa. Headquartered in New Delhi, India, the company ranks amongst the top 4 mobile service providers globally in terms of subscribers. Bharti Airtel had over 307 million customers across its operations at the end of November 2014.

Job Responsibility

· Recruited to provide customer resolution on their complaints and requests, maintain superior level of customer satisfaction with a demonstrated ability for achieving high service levels. Maintenance of Client Relation Ship.
· Created weekly and monthly reports and presentations. Created and maintained spreadsheets using advanced Excel functions and calculations to develop reports and lists.

· Described product to customers and accurately explained details and care of merchandise.
· Earned management trust by serving as key holder, responsibly opening and closing store.
· Politely assisted customers in person and via telephone.
· Maintained daily sales report, drafting mails for customers, sending business proposals and follow ups with customer mails and account managers.

· Maintain superior level of customer satisfaction with a demonstrated ability for achieving high service level.

