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Abstract

· Currently working for Skylite Trading DMCC as an Executive Assistant to Chairman.
· Handling administration.

· Handling telephonic and walk-in enquiries.

· Re-directing calls as appropriate and take adequate messages when required.
· Preparing presentations, making reports. 
· An excellent communicator with good analyzing and problem solving skills.

Role & Responsibility

Skylite Trading DMCC as an Executive Assistant October 2014 to till date.
· Attending meetings, taking minutes and keeping notes
· Accompanying the M.D. for overseas meetings discussions if required.
· Checking mails and forwarding urgent and important mails to Director

· Arranging for gifts for colleagues, reminders for anniversaries/birthdays

· Communicating with business associates, statutory bodies and guests on behalf of the M.D.'s office as required

· Preparing and editing correspondence, reports, and presentations

· Organizing & preparing agenda for M.D.'s meetings

· Maintaining all executive's appointment schedule by planning and scheduling meetings, conferences, teleconferences, and travel, Making travel and visitor arrangements

· Managing the day-to-day operations of Chairman & office.
· Maintaining office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; evaluating new office products; placing and expediting orders for supplies; verifying receipt of supplies.
Macleods Pharmaceuticals (P) Ltd as an Executive Assistant May 2013 to October 2014.
· Receive, direct and relay telephone messages and fax messages

· Direct the general public to the appropriate staff member
· Maintain the general filing system and file all correspondence
· Assist in the planning and preparation of meetings, conferences and conference
· telephone calls

· Make preparations for Band Council and committee meetings
· Maintain an adequate inventory of office supplies
· Respond to public inquiries
· Provide word-processing and secretarial support

· Type confidential documents on a word-processing system
· Attend meetings and take minutes and keep notes till further follow up.
· Manage and maintain budgets, as well as invoicing

· Recruit, train and supervise junior staff and delegating work as require.
Feedback Infrastructure Services (P) Ltd as an Office Assistant July 2012 to May 2013


· Handling telephonic and walk-in enquiries.
· Answering all incoming as appropriate and take adequate messages when required.
· Guiding visitors of the company to the calls and handle caller’s inquiries whenever possible.
· Re-directing calls to concerned person.

· Ensuring timely services of all the equipment’s, availability of data cards, issuing and managing data card services, keeping track on it to avoid misuse, checking and processing the vendor’s bills for payment on monthly basis & updating reports on the daily basis.

· Maintaining files, records and documents as required.

· Providing the stationery needs of employees.

· Handling travel desk and coordinating with employees.

· Assisting with transportation needs for employees.

· Ensuring Reception Area and all conference rooms are kept tidy.

· Ensuring good hospitality for client’s and guests visiting office.

· Preparing presentations and making reports whenever required by the team.

· Maintaining discipline in rushing hours.

· Anticipating in Staff welfare including pantry services, lockers and keys management and client visit.
ITC Maratha- the Luxury Collection as a Guest Service Coordinator (Shift In-charge) 

From 20th Oct 2010 till 10th April 2012.
· Greeting and welcoming the guest, offering assistance during check-in and check-out.

· Escorting the guest and providing him/ her with room and hotel show around.

· Generating and maintaining all reports pertaining to Front Desk.

· Allocating rooms for the expected guests as per their likes and dislikes and briefing the team about the same.

· Co-coordinating with sub-departments like Guest Relations, Business Centre, Operators, Bell Desk, Reservations, Credits & Travel Desk.

· Coordinating and handling group check-ins and check-outs.

· Ensuring all the guest complaints are handled well and resolved to the guest’s satisfaction.

· Conducting training sessions for new inductees on grooming and also imparting training to

· Handling basic front desk operations.

· Taking and giving cash handovers of the respected area.

· Sorting and stacking all the important documents such as Registration cards and other folios.

· Clearing Bills on hold in the respective shift. 

· Indenting of essential items like stationary etc. on weekly basis.
      The Orchid, Mumbai as a Front Office Assistant since 19th October 2009 till 15th October 2010.
· Handling check-ins and check-outs at the Executive floor at the Orchid i.e Club Prive. 

· Handling guest queries and offering assistance during check-ins and check-outs.

· Escorting the guest and providing with room orientation and hotel show around.

· Generating and maintaining all reports pertaining to Front Desk.

· Sorting and stacking all the important documents such as Registration cards and other folios.

· Indenting of essential items like stationary etc. on weekly basis.
          As a Telephone Operator since 26th March 2009 till 18th October 2009.
· Handling all incoming national and international calls.

· Providing the caller with connection to the desired extension or room number.

· Providing details about the hotel to the guests.

· Coordinating with Front Desk and providing wake-up/ reminder calls to guests at the requested time of the day.

· Monitoring and preparing bills of the outgoing calls made through the Telephone department of guests and internal billing as well.

· Attending and directing calls made from House Phones located in the lobby to their desired extensions.
Achievements

· Was awarded as Best Employee of the Quarter at ITC Maratha in October, 2011 for

Highest number of Guest comments.

· Was awarded as Best Employee of the month at ITC Maratha for the month of July, 2011.

· Was awarded 2nd in the “Welcome Diva Program” in the month of March, 2011.

· Was awarded as Best Employee of the month at the Orchid, Mumbai for the month of

        August, 2009.

· Participated and won 2nd Prize in group dance competition representing Front Office

        Department in the annual day function held in the month of October, 2009 at the Orchid.

· Was awarded 1st Prize in Solo Dance competition at SNDT College for the year 2009.

· Was awarded 2nd Prize during Intra-College sports meet in Relay in 2008.
Training Programmes undergone
· Corporate communication skills

· Problem Solving & Situational analysis
Academia

2012 T.Y.B.A Shaheed Bhagat Singh University, Delhi with 65%
2009 H.S.C    SNDT College Maharashtra State Board with 56.50%
2007 S.S.C     Bombay Cambridge High School Maharashtra State Board with 56.15%
Personal Vitae

Date of Birth
:          15th Jan, 1991
Languages
:          English, Hindi, Marathi & Punjabi.  

Reference            :          Reference can be provided on request.
