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	OBJECTIVE
	SKILLS & ATTRIBUTES
	

	
	
	


	With
	more
	than
	5
	years
	of
	professional
	Admin/HR/Career

	Adviser/Coordination support
	experience, I
	am now seeking a role:


· To continue expanding my expertise and horizon in Admin/HR/Career Adviser/Coordination for a reputed organization. 
· Seeking a challenging role in the area of Admin/HR/Career Adviser/Coordination so as to contribute towards organizational goals and grow to a Senior Management Level. 
PROFESSIONAL EXPERIENCE
KLE University, Belgaum, India June 2011 to January 2015 Role : Admin Coordinator
Key Deliverables
· Recruitment Advertising. 

Composed and drafted all outgoing correspondence and reports for NRI department.
· Helped distribute employee notices and mail around the office. 
· Handling Overall NRI Admissions of KLE University 
· Kept organized documentation of prescription refill information for office. 
· Correspondence with SP office Belgaum regarding Registration, VISA & Passport formalities of NRI Students. 
· Assisted NRI students regarding VISA Extension, Residential Permit, and Fees Related Query and so on. 
· Preparing Agenda & Minutes of meetings. 


· Excellent Communication and Interpersonal skills 
· Excellent Training Skills. 
· Systematic & Resourceful Approach, Decisiveness. 
· Good analytical and management skills. 
· Flexible, open to ideas and willingness to learn. 
· Dedicated and highly ambitious to achieve personal goals as well as the organizational goals. 
· Excellent decision making skills with a positive approach. 
· Opened and properly distributed incoming mail. 
· Oversaw inventory and office supply purchases. 
· Negotiated pricing with vendors regarding wholesale billing and marketing procedures. 
· Liaised with vendors to order and maintain inventory of office supplies. 
· Managed office supplies, vendors, organization and upkeep. 
· Ordered and distributed office supplies while adhering to a fixed office budget. 
· Coordinated domestic and international travel arrangements, including booking airfare, hotel and transportation. 
· Processed travel expenses and reimbursements. 
· Used software for Issue of Eligibility Certificate, Fees Receipts & Cancellation of Waitlist. 
· Complied and Prepared the Annual Report in the prescribed format. 
· Composed and prepared the advertisement matters also negotiated pricing with the agencies to get the lowest possible price. 
· Worked for counselling of KLE University, i.e All India Entrance Test (AIET) & Post Graduate All India Entrance Test (PGAIET) assisted the officials for scrutinizing the original documents of the candidates also Issue of Eligibility Certificate. 
· Outgoing Correspondence with Association of Indian Universities (AIU), Medical Council of India (MCI), Dental Council of India (DIC) & Ministry of Health and Family Welfare (MHFW). 
· Sending Fax & Emails, assisting various departments of KLE University as and when required. 

ACADEMIC QUALIFICATIONS

Post Graduate Diploma in

Business Administration

(PGDBA), Major Specialization in

Human Resource (HR), at Symbiosis College Pune, during the year 2014.

Bachelor of Business

Administration (BBA) at Belgaum

Institute of Management Studies, Belgaum, during the year 2009.

Pre University Course

Examination (Grade 12) from

Lingaraj Pre University College,

Belgaum, during the year 2006.

Secondary School Leaving

Certificate (Grade 10) from

MMEM School, Belgaum, during the

year 2004.
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Jetking, Belgaum, India- March 2009 to April 2011
Role:
Career Advisor/Admin Coordinator.
Key Deliverables
· Politely assisted customers(enquires) in person and via telephone 
· Generating fees receipts through ERP. 
· Reporting to GM-Finance regarding financial status and various reports on weekly and monthly basis. 
· Preparing Dash Board which included total cash inflow through enrolment, percentage of enrolment, Feedback analysis & placement record. 
· Filing vouchers, sending periodic reports to the corporate office of the Admission’s. 
· Interpretation on certain level of activity to maintain higher level of efficiency. 
· Produce reports on efficiency of the company with past records and current performance. 
· Coordination with Internal Auditors for Audit. 
· Taking monthly feedback from the students & Handling queries and complains of the students. 
· Conducting English and Personality Development Classes 
REAL TIME PROJECT
· Assisted for overall progress of the employees. 
· Interacted with the Project Foreman & Employees & prepared a report on Internal Mobility which was used as a guide for further interactions with them about their Promotion purpose. 
· Studied the procedure of promotion, Transfer & Demotion policy of the company. 
· Took feedback of the employees on Internal Mobility. 
· Assisted the HR department in preparing the reports of the employee's progress. 

COMPUTER LITERACY

· Packages Handled: MS Office [Word, Excel, and PowerPoint] 
· Microsoft Outlook. 
· Skilled in use of Internet & Email services. 
· Basic knowledge of ERP 

PERSONAL DETAILS
	
	Date of
	: 24-04-1988
	

	
	Birth
	
	

	
	Nationality
	: Indian
	

	
	Marital
	: Married
	

	
	Status
	
	

	
	Visa
	: Visit Visa
	

	
	Availability
	: Immediately
	

	
	To Join
	
	

	
	
	
	

	
	
	
	


LANGUAGES KNOWN

English, Hindi, Kannada & Marathi

OTHER INTERESTS

· Drawing & Painting. 
· Music – Melodies and foot tapping numbers. 
· Cooking. 

REFERENCE

Available on request
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