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CAREER OBJECTIVE      
Obtain a challenging position in the administrative field with opportunity for professional growth, which will allow me to further utilize my existing skills and experience and enable to acquire new abilities.
SUMMARY
Excellent organizational and administration skills, with experience in dealing with customers and high level workloads within strict deadlines. Now looking to start a challenging career,within a customer facing, administration position.
ACADEMIC QUALIFICATION

· 2009 -M.B.A, HR& Marketing -AQJ centre for PG studies - Visakhapatnam, A.P, India.

· 2007 -B.SC, Statistics and computers - Mist Degree College- Visakhapatnam, A.P, India

KEY SKILLS
· Remarkable secretarial experience and administrative experience in a corporate environment.

· Experience in preparing reports, correspondence, minutes of meeting.Basic accounting knowledge.

· Outstanding knowledge of office administration.

· Good understanding of organizational rules, regulations, procedures and functions.

· Ability to use multi-line phone system to answer and route calls.

· Skilled at using word processer, spreadsheets, database software, e-mail, and web browser.

· Proficiency in handling various office equipment such as computers and copiers

· .Excellent negotiating and organization skills.

· Self motivated, Multi-tasking abilities.

· Working to deadlines, and can work under pressure.

· Excellent customer service skills.

· Knowledge of HR activities ,this includes all aspects of recruitment including vacancy advertisement, screen data base, short listing applications, arranging interviews, conducting tests and interview.
COMPUTER SKILLS

Operating systems                       :          Ms Office, Internet browsing, windows XP Packages.

 WORK EXPERIENCE 

1.   Worked in “ Intertek, sharjah ” as a Secretary cum Receptionist for 1 year.
·  My responsibilities comprise of managing the switchboard.

· Making Lab reports by paying attention to details.

· Preparing couriers/invoices and dispatching them on time.

· Maintaining record of cheques received by suppliers
· Scheduled meetings, appointments, events and other similar activities for my supervisors, which coordinating travel as well as lodging arrangements
2. Worked in “Lakshmi Hyundai Motors Ltd-Vizag, India” as Administrative Assistantfor 2 years.

Job Responsibility:

· Provided administrative support  as well as clerical support  to help the office operations run smoothly as well as efficiently.

· Acted as a liaison with other departments and operating units in the resolution of day-to-day administrative and operational problems.
· Done duties such as answering telephone calls, screen and direct calls, assisting visitors, dairy management, resolving and referring a range of administrative problems and enquiries.
· Systematic filing of records, data etc.Open and distributed mails .
· Manually manage the accuracy of data input, ensured data is kept up to date 
·  Compiling all the daily reports from the various departments.
· Prepared purchase orders and invoices, correspondence,reports and documents. Prepared and distributed minutes of meetings. 

· Scheduled meetings, events and other similar activities for my supervisors, which coordinating travel as well as lodging arrangements. 
· Handled and used Fax machines, scanners, photo copiers,telephonesystem, computer efficiently
· Confidentially keep records and files, sorting, categorizing and arranging them well to facilitate access to these records when needed.
· Ensured that all work is done in a timely and professional manner
· Done other duties as and when required by my manager.

3.  worked in “Mist Degree College – Vizag, India”as Secretary for 1year.

Job Responsibility:
· Under the direction of Principal, performed complex, varied and responsible secretarial

and administrative assistant duties ,coordinated and organized office functions.

· Handled Accounts of the college,ordering supplies.
· Prepared and updated payroll information for class coverage, extra duty, overtime and hourly employees; prepare month-end payroll report for principal’s approval; process employee attendance information as required. 

· Coordinated the flow of communication for the principal; initiate and answer telephone calls; screen and direct calls; take messages; use to greet and assist visitors and providing timely responses to queries.

· Organisedmeetings, appointments, events and other similar activities of the college.

· Act as a liaison between administrative and educational staff and students.

· Prepared and maintained a variety of data, records and reports related to office programs, expenditures, student information, attendance, personnel and assigned functions, assure accuracy and completeness of data, records and reports, establish and maintained filing system.

· Organized and managed events of the college.

· Performed all coordinator duties as assigned.

PROJECTS EXECUTED

Title                          :                A Study on Promotional Mix Strategies of LAKSHMI HYUNDAI.

Client                       :                Lakshmi Hyundai Motors Ltd.

Duration                  :                May 1-June 30 of 2008
Team Size                :                10

Role                          :                Data Collection, Analysis, & Interpretation
Responsibility:

· Prepared a well -constructed questionnaire for customers to extract the information.

· Made a survey of the respondents from different areas by meeting personally and through online.

· Data which is required for analysis was collected from different sources.

· Updating the analyzed data on the system.

· To find out which Promotional Activity is influencing the customers to purchase a car. 

· Lead my team in completion of project.
EXTRACURRICULAR ACTIVITIES

· Organized management events during MBA Program.

· Organized and managed Decennial function of my college.
· Managed RARA AVIS competition in college with the help of my team during graduation, awarded certification for making the event successful.

· Conducted management meet during MBA.
· Trained a team of 10 members in completion of the project.

PERSONAL DETAILS

Date of Birth                     : 06-06-1986

Nationality                          : Indian

Marital Status                    : Married

Visa Status                     : Husband sponsorship
Languages know                :English,Arabic(beginner), Urdu, Hindi & Telugu
