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Career Objective

To obtain an apt position that will utilize my experience and abilities and be part of an organization’s increase of growth and success. 


Professional Skills

· Excellent interpersonal and communication skills, versed and skilled in team dynamics. 

· Extremely well organized and able to meet deadlines, adaptive to various organizational designs. 

· Able to work independently, as part of a diverse team, or in leadership position and situational style. 

· Capability to quickly grasp complex concepts with the ability to convey the information in easily understandable formats.
· Highly skilled in greeting customers in courteous manner

· Ability to multitask and prioritize the work
· In-depth knowledge of general office functions including typing, filing and reception 


Computer Knowledge

Operating Systems
: Windows 95/98/2000/XP & Vista
Application Software
: MS Office Suite 2003, 2007 & 2010, Snag It, Camtasia Studio, Adobe Photoshop
Academic Credentials

Completed PU in the year 2006


Pursuing II Year BA in Psychology in KSOU, Bangalore

Organizational Experience

Organization
: ER Consulting Pvt Ltd
Duration
: August 2007 to October 2014
Designation
: Front Office Administration

Acumen:

· Handling Reception area and maintaining the décor.

· Attending visitors and diverting to the specific counters.

· Diverting the received couriers to the courier department. 

· Scheduling appointments for higher authorities.

· Greeting all visitors in a pleasant manner and handled all queries as appropriate. 

· Assisting HR in arranging interviews & co-ordination for same. 

· Assisting travel co-ordinator & escorts for their pre & post travel presentations and arrangements.
· Attending incoming and outgoing calls-board line management.

· Attendance maintenance & Staff Welfare Activities.

· Housekeeping services, Security services, Maintenance of Cafeteria. 

· Imparted administrative support and managed receptionist duties. 
· Maintaining Leave & Attendance record.
· Organizing meetings, events and appointments.
· Monitored all the invoices and kept a record of the same.
· Kept current record of staff members' whereabouts and availability

· To arrange the accommodations for guest of the company.
Extra-Curricular Activities

· Had participated in a NGO activity organized by "Trees For India".


· Have been an active volunteer in "Prakruthi" an NGO which works towards the upliftment of art, culture, literature in a historic location in the form of entertainment.
Personal Details

Date of Birth

: 17th September 1988
Hobbies/Interests
: Music, Books, Soaps n Operas, Internet and Shopping.

Languages – To Write
: Kannada, Hindi, and English

         To Speak
: Kannada, Telugu, Hindi, and English

         To Read
: Kannada, Hindi, and English
I hereby declare that the information given above is true to the best of my knowledge.
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