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Summary


A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well organised and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems.

      Currently looking for a suitable position with a reputable and ambitious company
Highlights
· Office Management
· Administrative support 
· Minute taking
· Report Writing 
· Presentation
· Dairy management
· Excellent time management

· Flexible and approachable 
· Accounting Receivables/Payables

· Petty Cash

· Cashier

· Customer Service

· HR Management/Recruitment
IT Exposure


Application



:
Ms-Office, MS Excel, MS PowerPoint

Operating System

:
Windows 9x/2k/XP, MS DOS

Experience
Tata Consultancy Services   (Jan 2010 to Present)

Sr. Admin Associate
Chennai, TamilNadu

Working as part of a team and supporting the office Administration and Recruitment. Responsible for the day-to-day tasks and administrative duties of the office including covering the reception area and Recruiting Staffs.
Boardex India Pvt Ltd      (June 2008 to September 2009)

Research Analyst
Created financial analysis reports of commercial real estate, borrowers financial statements, lease review a market research. 
Roles and Responsibility


Tata consultancy Services

· Meeting and greeting clients and visitors to the office. 
· Develop and execute recruiting plans.
· Network through industry contacts, association memberships, trade groups and employees.

· Coordinate and implement college recruiting initiatives.
· Typing documents and distributing memos. 
· Supervising the work of office juniors and assigning work for them. 
· Handling incoming / outgoing calls, correspondence and filing. 
· Faxing, printing, photocopying, filing and scanning.
·  Organising business travel, itineraries, and accommodation for managers. 
· Monitoring inventory, office stock and ordering supplies as necessary. 
· Updating & maintain the holiday, absence and training records of staff. 
· Responsible for purchase orders. 
· Raising of purchase orders and invoice tracking. 
· Creating and modifying documents using Microsoft Office. 
· Setting up and coordinating meetings and conferences. 
· Involvement in social media implementation. 
· Updating, processing and filing of all documents.
Boardex India Pvt Ltd.

· Research and analysis of the listed companies in US and Europe applying Predefined research rules.

· Ensuring that quality of the data collected is in conformity with the organization quality standards.

· Submit reports to the management regarding the quality of the work done by the researchers and to recommend training if necessary.

· Analysing various forms of remuneration (Salary/Fee, Options, LTIPS, Shares) of Directors and Executive officers.

· Checking corporate action and update companies profile in BoardEx database. 

· To do complete research on the Company’s Corporate Governance and Boardroom Process.

· Most of our clients are financial institutions, corporations, professional services firms and not-for-profit entities

Academic Qualification

· MBA Finance ( Full Time )  from Vels College of Science

· B.com in Shree Chandra prabhu jain college
Personal Details
Date of birth:29/05/1986

Status: Married 

Languages known: English, Tamil, Malayalam,Telugu
