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JOB OBJECTIVE :
To achieve a responsible position and work dynamically towards the success and growth of the organization. 

PROFILE SUMMARY: 
Dedicated and focussed Administrative Assistant who excels at prioritizing,completing multiple tasks simultaneously , and following through to achieve projects goals. Answers a high volume of incoming calls while handling in person inquires from clients and colleagues.Flexible and hardworking with strong drive to succeed.
HIGHLIGHTS:

· Documentation

· Filing

· Meeting Support

· Travel arrangements

· Organization

· Quick Books and MS office proficient

· Understands Grammar

· Business Writing

· Dedicated team player

ORGANIZATIONAL EXPERIENCE :

GEODESIC LIMITED,Bangalore

Admin cum Front Office Executive 
Department: HR/Admin
June 2008 to June 2013

Key Responsibilities: 

· Oversee receptionist area,including greeting visitors and responding to telephone and in-person requests for information

· Handle all media and public relations inquiries.

· Coordinate inventory orders,office supplies,and travel arrangements for all staff.

· Screen resumes submitted to company and post openings to job boards and arrange for interviews.

· Greet numerous visitors,including VIPs,vendor and interview candidates..

· Obtained signatures for financial documents ,maintain bank reconcilliation statement and  prepare cheque for all approvals.

· Maintain day to day transantion and also handle petty cash.

· Assisted with event planning,including associated travel and logistical arrangement.

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

· Co-ordinate and maintain weekly  attendance and annual vacation on all departments.

· Procees all the documents for the exit employees (such as Leave encashment, Gratuity and PF form)
SAMI LABS, Bangalore  
Front Office cum Admin. Executive

Department: Managing Director Secretariat

April 2007 to June 2008

Key Responsibilities: 
·  Handling EPBAX, maintaining staff attendance, staff movements, office cleaning, telephone extension list updating, Visitor management 
· Accurate and timely processing of different Admin. Invoices for Payment. 

· Responsible for all secretarial work, public relations and administrative functions of the FMDs office.

· Assisting the FMD in business related issues.

· Organizing and managing FMD’s confidential information flow, accessing his incoming emails & sorting them, maintaining a database of his personal contacts. 

· Coordinating with various departments globally to track business & sales reports on a weekly, monthly, quarterly and yearly basis as and when required. 

· Contact key individuals inside and outside the company to obtain or relay important information on a variety of issues, proposals, recruiting, travel, etc. 

· Coordinate conferences, panels, interviews and internal/external meetings, ensure that the background information & technical needs to be focused on are taken care of in preparation for the meetings. 

· Making travel and stay arrangements, processing visa requirements, preparing & sending invitation letters to companies. 

· Preparation of power point presentations, maintaining files for records, reports and other documents. 

· Working closely with the HR department in sourcing and recruitment of junior/ middle/senior management employees & conducting interviews. 

· Maintaining petty cash account, issuing cheques & liasoning with various bankers regarding financial transaction. 

ACADEMIC DETAILS:

 2005 : B.Com in Accountancy from Asansol Girl’s College, Asansol, WB affiliated to Burdwan University 

2002 : 12th from De Nobili School, Sijua, Dhanbad 

2000 : 10th from De Nobili School, Sijua, Dhanbad 

CERTIFICATION DETAILS :
2007: “O” Level Diploma Holder in Computer Application from Institution of Computer Engineers of India (ICEI) 

TECHNICAL SKILLS :
Tool Package: MS Office (Word, Excel, PowerPoint) ,Internet.
PERSONAL DETAILS :
Date of Birth:  28th March, 1984 
Sex:  Female

Nationality:  Indian
Languages Known:  English, Hindi ,Bengali and Kannada

Declaration: I hereby declare that the above furnished details are correct to the best of my knowledge.

