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CV NO: 1528680
Personal Summary

A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well organized 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.
Summary of Skills:
· Comprehensive knowledge of administrative and clerical procedures 

· Familiar with business principles and procedures 

· Extensive knowledge of software applications like word processing, spreadsheets, and database management 

· Attention to detail with good customer service skills
· Excellent communication.
· Attention to detail with effective time management skills 

· Excellent planning and interpersonal skills
· Knowledge of generating correspondence and documents 

· Flexibility, Confidentiality and can work under pressure 

· Strong organizational, administrative and analytical skills. Excellent spelling, proofreading and computer skills.

· Ability to maintain confidentiality.

· Excellent working knowledge of all Microsoft Office packages. Ability to produce consistently accurate work even whilst under pressure. Ability to multi task and manage conflicting demands.

· Ability to type at least 65+ wpm.

Areas of Expertise

· Office management

· Administrative support

· Minute taking

· Report writing

· Presentations

· Diary management
Professional Experience: 

Organization: Sud and company (India)
Duration: Jan-2006 to Feb - 2007
Designation: Office Assistant.
· Responsible for handling outgoing and incoming emails and correspondence 

· Assists Director in performing day- to -day activities 

· Prepares various business reports, correspondence, documents, and presentations 

· Keeps track of daily business activities and updates the same to the Director 

· Coordinates amongst all departments on the flow of information both externally and internally 

· Arranges meetings, conferences as well as external/internal events.
Organization: International Volunteers Organization.
Various projects and jobs handle in International Volunteers Organization.
Duration: Feb-2007 to May 2008 Assistant to Satellite Program Director.

Duties - 
· Direct Report to Assistant Satellite Program Director.
· Handle all administrative duties/Jobs.

· Maintaining Muster roll of Staff.
· Prepares leave plan for Staff.

· Handling their personal issue like salary/leave/ and incentives.

· Involved in field job.
· Taking all concern international volunteers to various Govt. institution.
Jan 2009 to Sept 2015–Office Administrator/ Secretary.
 Responsible for establishing and maintaining an effective document control systems. Ensuring that all design documentation is accurate, up to date and accurately distributed to relevant parties.
Duties: Maintaining a tracking facility to enable documents to be updated easily

· Scanning in all relevant new documents.

· Checking dispatch documents are accurate. 

· Presentation and filing of documents and drawings.

·  Responsible for maintaining hard copy information.

·  Issuing and distributing controlled copies of information.

·  Managing and maintaining a Meridian Document Control System. 

· Provide advice on procedures of issue and methods in accessing the system. 

· Ensuring all documents are as up to date as possible within electronic filing


Others Duties. 

· Prepares and distributes minutes of meetings to the employees of the organization 

· Maintains office schedules and event calendars 

· Set up proper office filling systems and handles incoming and outgoing mails 

· Establishes standard work procedures to track daily activities of the staff 

· Liaise with internal and external contacts on various business matters 

· Arrange traveling tickets as well as arrange and confirm appointments with clients 

· Maintains Muster roll of all workers/Drivers and other Staff.

· Report to Company Hr also regarding visa renewal and transfer of workers and other staff.

· Doing all others Administrative Duties also.
· Meeting and greeting clients and visitors to the office.

· 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.

· Organizing 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.
· Educational Summary:
Master’s degree in Business Administration – Retail from Sam Higginbottom Institute of Agriculture, Technology & Sciences DU Allahabad, India.
               Bachelor's Degree of Arts in Public Administration from Himachal Pradesh University. 
Professional Training:
Certification Course in computer application, familiar with Dos, window , PowerPoint, excel. 

Professional Achievements:
· Implemented new strategies that results enhance the effective working of the organization 

· Successfully orientation and training sessions to new employees 

Areas of Interest:
· To utilize my secretarial skills and knowledge to achieve the goals and objectives of the organization 

· To supervise and promote a team of secretarial staff.
Personal Details:
Date of Birth


:          19.12.1981.

Marital Status


:
Unmarried
Nationality


:
Indian

Religion


           :
Hindu

Languages Known

:
English, Hindi, Punjabi, Pahari,. 

Visa Status     


:
Visit Visa 
Objective:
A highly talented, accomplished and skilled office administrator with diverse knowledge of handling clerical tasks. Looking for a challenging position as senior administrative office to utilize my administrative skills and knowledge in a renowned organization. 
Professional strengths:
· Possess excellent office management skills 

· Ability to achieve objectives owing to excellent leadership skills. 

· Familiar with Microsoft Office XP Professional ,Microsoft Windows XP, Excel, Word, Abode, Access, PageMaker 6.5 and Photoshop 6.0 

· Possess excellent verbal and written communication skills 

· Goal oriented and ability to handle multiple tasks 

· Possess excellent organizational and interpersonal skills 

· Ability to supervise and manage administrative staff 
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