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Summary       ––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
A qualified Bachelor of Commerce seeking for strategic role within Administrative or customer service sector, 

to utilise problem solving skills and knowledge to fructify tangible organisational and personal objective.
A competent professional with over 3 years of experience into entire spectrum of SENIOR ADMINISTRATIVE ASSISTANT/TEAM MEMBER/SME. Excellent communicator, leverage technical, business and financial acumen to communicate effectively with client executives and their respective teams. Well organised team player with a proven ability to work proactively in a complex and busy office environment. Highly supporting in senior-level managers and supervise other support staff Capable of improving efficiency by finding solutions to complex problems.

Areas of Expertise       –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
Senior Administrative Assistance
 Time / Schedule Management             
Strategic Planning & Management
Team Management & Supervision

	                   Subject Matter Expert
                   Problem Analysis and Resolution
	                  Oral and Written Communication
                  Customer Service & Operations


IT Skills       ––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
· Operating System



WINDOWS-9x/ XP/2000/2003 Server / VISTA / WIN 7, 
· Application Software’s



Photoshop, Microsoft Office, Adobe PDF, Higher grade type writing.
· Accounting Software’s            


 TACS, LEAN, TSYS, CARS, MBNAIS, C3PM, EPS, PCMT, CLMS
Management Skills      ––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
Responsible for answering all consumer banking inquiries from customers including Checking, Savings and Credit Card accounts, while ensuring FCR and superior Customer Experience.

· Excellent troubleshooting in technical and non- technical Administration Process. 
· Data processing.
·     Self-dependent working style and analytical thinking as well as very good       communication skills.
· Self-motivated, self-starter, strong work ethic.

·     Good capability to understand complex processes.
·     Team player with the capability to work in a multi-cultural team.
· Capable to work well under pressure.
· Capable to function as an individual contributor.

· Capable to learn and update with new skills.

Career Synopsis       –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
Core Competencies
· Performing administrative duties for executive management. 
· Responsible in screening calls; managing calendars; making travel, meeting and event arrangements; preparing reports and financial data; training and supervising other support staff; and customer relations.
· Strong in computer and Internet research skills, flexibility, excellent interpersonal skills, project coordination experience, and the ability to work well with all levels of internal management and staff, as well as outside clients and vendors. 
· Sensitivity to confidential matters.
 ACHIEVEMENTS:     –––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
· Received certificate of appreciation for consistent performance and for the showing dedication & commitment towards exceeding my individual metrics.

· Received excellence awards in each quarter for remarkable performance in helping my team for meeting the business CTQ metrics and also for my contribution towards process improvement.
Professional Experience      ––––––––––––––––––––––––––––––––––––––––––––––––––––––
Sr. TEAM MEMBER/SME/ADMINISTRATION | BA Continuum India Pvt Ltd, Hyderabad                                
April 2012 
· Ensuring the smooth and efficient running of the division by carrying out the day-to-day administration duties in the division & supporting the various Property Consultants.

· Preparing and following up on all sales-related paperwork (in conjunction with the appropriate agents) as necessary and ensuring that accurate and up to date information is available in System. 

· Maintaining an accurate and up-to-date filing system ensuring that all relevant documentation is on file. · Responsible for ordering stationery and other office supplies.

· Responsible for receiving, distributing and answering all correspondences, faxes and emails in your division.

· Responsible for operating all the office equipment such as fax machine, photocopier, printers, desk tops, etc in your division and briefing the Head Office when any problems arise.

· Carrying out the day-to-day duties of the reception area such as answering telephone calls in a timely and efficient manner, transferring calls as necessary, dealing with general enquiries, and/or referring clients to the appropriate agent or division.

· Coordinating the delivery and pick up of business-related documents (checks, etc) through appropriate courier companies on behalf of Bank staff. Maintaining accurate records on these transactions and reconciling them with monthly statement of accounts, as provided and/or requested by the Accounts Division.
STRENGTH AND SKILLS ––––––––––––––––––––––––––––––––––––––––––––––––––
· Positive attitude, energetic, good communication skills, pleasing personality

· Optimistic, sincere & punctual

· Willingness to learn new concepts

· Quick learner and open to feedback

· Comprehensive problem solving abilities

· Ability to adapt and frame myself to different sets of environment

· Ability to work as a part of a team as well as independent

Educational Qualification       ––––––––––––––––––––––––––––––––––––––––––––––––––––
Bachelor of Commerce | St. Pious X degree college, Hyderabad
Sep 2008 – Apr 2011
Higher Secondary School Certificate | St. Pious X degree college, Hyderabad
Jul 2006  –  May 2008
State Board - Kendriya  Vidyalaya (Air Force Station Salua ), Kolkata


Jul 2005 – Apr 2006
Personal Details       ––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––
Date of Birth

: 14th Feb 1990
Nationality

: Indian

Gender


: Female

Marital Status

: Single

Languages Skills

: English, Hindi, Nepali and Bengali
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