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	                                                                   Administration 

	Seeking a challenging position in the Secretarial / Customer Service Industry wherein my skills are utilized and enhanced and an opportunity for growth is foreseen.



	STRENGTHS


	· An overall experience of 9 Years in which 5 Years in service related industry


	· Presentation of a positive and professional image

	· 3 years of experience as a Personal Secretary

· Ability to meet deadlines and work well under pressure


	· Comprehensive experience in the Service Related Automotive industry, in preparation of  documents using MS-Word, MS-Excel and MS-PowerPoint



	
	ACADEMIC
	QUALIFICATION
	

	

	Diploma in Computer Science, Reputed University, India

	          2004


	
	CAREER
	ACHIEVEMENTS
	

	· Achieved consistent promotion in job responsibilities and been assigned to more complex plus challenging job profiles throughout work history.

· Career history of consistently exceeding standards and expectations, performing assigned work with indefinable enthusiasm, commitment, and dedication.  

· Solid record of team leadership with the capacity to recruit, train, manage, and develop junior professionals to enable them to handle assigned tasks efficiently and grow in their career.
· Maintain necessary documents systems for efficient and orderly storage of documents / information.

· Maintain and update all necessary records, files and database.

· General correspondence and memos and when required including independent correspondence on secretarial discretion.




	
	WORK
	HISTORY
	

	Coordinator                                                                                                            Apr 2013 – TILL DATE

 Latest Mechanical Equipment, Abu Dhabi



	Personal Secretary / Coordinator
	    Apr 2009 – Apr 2011

	Texshades Prefabs Pvt Ltd., Bangalore, India

	

	Team Leader
	    Jan 2007 – Mar 2009

	SKS Automobiles India Pvt Ltd, Bangalore, India

	

	
	

	Customer Service Representative

Vijai Auto Sales & Service Pvt Ltd., Bangalore, India
	    Dec 2004 – Dec 2006

	
	

	
	

	
	

	
	


	


	
	CORE
	EXPERTISE
	


	

	Personal Secretary / Coordinator

· Co-ordinate and arrange project activities according to the Project Manager's office

· Apprise the Project Manager of the day to day activities of the section

· Arrange appointments and meetings for the Project Manager, recording same in diary and ensuring the Project Manager has the appropriate documentation for each appointment

· Prepare replies to routine correspondence for Project Manager's signature

· Take dictation of correspondence as required - Maintain a project filing and trace system

· Prepare weekly project reports for the Project Manager’s office

· Updating the travel calendar.

· Liaising with the Travel Desk to coordinate the travel arrangements

· Maintain the strictest confidentiality at all times on all matters

· Handle business travel arrangements 

· Coordination for the management team

· Arrangements for conferences, training and customer meets

· Answering, making calls and relaying messages.
· Provide all necessary secretarial and office support to the Manager from handling calls, drafting and processing letters, faxing etc, to liaising on the manager's behalf with Suppliers and Customers. 
· Provide required support to other department with respect to sending official correspondence on their behalf, providing collective information to them, arranging department meetings.

· Liaise with the head office and route all applications, requests from staff to the concerned departments. 

· General Correspondence and memos as and when required including independent correspondence on secretarial discretion.
· Maintains administrative workflow by studying methods; implementing cost reductions; developing reporting procedures. 

· Creates and revises systems and procedures by analyzing operating practices; studying utilization of micro-computer and software technologies; evaluating personnel and technological requirements; implementing changes.
· Develops administrative staff by providing information, educational opportunities, and coaching.
· Resolves administrative problems by analyzing information; identifying and communication solutions.
· Maintains rapport with customers, managers, and employees by arranging continuing contacts; researching and developing new services and methods; setting priorities; resolving problem situations.
· Maintains suggestion system by directing and controlling administrative technical aspects in accordance with management directives.
· Provides information by answering questions and requests.
· Maintains continuity of work operations by documenting and communicating needed actions to management; discovering irregularities; determining continuing needs.
· Guides employee actions by researching, developing, writing, and updating administrative policies, procedures, methods, and guidelines; communicating developments to management.
· Completes administrative projects by identifying and implementing new technology and resources; redesigning systems; recommending re-deployment of designated resources.
· Accomplishes department and organization mission by completing related results as needed.




	


	

	

	

	IT

· SKILLS

· Microsoft Word, Excel, Access, PowerPoint, Outlook Express

· Microsoft Windows XP 

· Microsoft Office XP Professional

· DNIIT 


	PERSONAL 
DETAILS

Nationality

:

Indian

Date of Birth

:

8th May 1981
Marital Status

:

Married

Visa Status

:

Husband Visa

Languages

:

English, Hindi, Kannada & Urdu



	
	WORK
	REFERENCES
	

	Available upon request
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