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CAREER OBJECTIVE

To obtain a position as a team-player in an organization where I can maximize my customer-service experience, communication and organisation skills in a challenging environment to achieve the corporate goals  

                            ------------------------------------------------------------------

CORE EXPERTISE & COMPETENCIES

Good Communication Skills

Proficient in MS Office Application

Customer Handling Skills

                                           Soft Service Management

Customer & Clients Relations
Coordinating with employees of various departments

Optimistic

Good at taking responsibilities

                              -----------------------------------------------------------------------

PROFESSIONAL EXPERIENCE

GlaxoSmithKline Pharmaceutical Ltd, Bangalore                          July 2015 to till date

Assistant Manager - Administration

Highlights:

· Ensuring general office administration activities are carried on regularly like:

The Office upkeep is maintained at all times, Supervising the Housekeeping team on cleaning activities & Pantry team on food, tea/coffee service  

· Taking the stationary inventory and ordering the stock as per the company process

· Ensuring the office rentals invoices are scrutinized and processed on time for payments. Ensuring all other invoices of the service providers like transport, hotel accommodation, and stationery are processed on time.
· Ensuring that all meeting/conference room bookings are managed efficiently and cost effectively.

· Ensuring that all the cab booking for the employees & Travel bookings for the expats are managed within the timelines and by following the company policy.

· Ensuring timely scheduling of all interviews in coordination with HR consultancies

· Ensuring the On board formalities for all the new joiners and coordinating with the HR team in HO

L&T Technology Services, Bangalore                                             March 2013 to June 2015
Admin Officer

Highlights:

Handling the Customer and Client Visits
· Booking of conference room as per the requirement

· Arrangement of lunch/dinner- working lunch, buffet service or organising at the hotel

· Supervising the pantry team for conference room arrangements and F&B service.
· Arrangement of Corporate gifts, Bouquets or any special requirements.
· Organising the Client meetings, Day Conferences or Client Dinner & get together at the hotels or resorts.

· Organising internal meetings, town hall & workshops in the office & at the hotels.

Handling Hotel Bookings-

· Meeting the Sales teams of different hotels for corporate tie-ups 

· Exploring new hotels for more options and negotiating the best corporate rates for Accommodation and F&B service.

· Handling all the hotel booking requests for internal employees and external customers & clients

· Coordinating with the hotels and booking the accommodation for employees as per the criteria of the company

· Managing the company guest house and allotting to the employees accordingly

Managing the Cafeteria & Pantry:
· Coordinating with the Cafeteria & Pantry vendors

· Ensuring the vendors meet all the criteria of operations and SLA

· Monitoring the upkeep of the Cafeteria & Pantry
· Conducting Food Committee meetings every fortnightly

· Ensuring all employee feedback are addressed 
Aricent Group, Bangalore                                                             July 2012 to February 2013
Executive- Front Office 

Highlights:

· Handling telephones calls, EPBX
· Courier Management
· Attending the customers & handling enquiries

· Booking of the meetings and conference rooms

· Co-ordinating for the events
· Generating weekly and monthly report
· Preparing expense vouchers for invoices and issuing cheques to the vendors

Mantri Developers Pvt Ltd, Bangalore                                          March 2010 to May 2012

Executive- Front Office 

Highlights:

· Reporting to the GM- Marketing

· Handling the entire administration work of the Marketing dept

· Attending the customers & handling enquiries

· Making necessary travel arrangements for the team
· Answering telephone calls

The President Hotel, Bangalore                                                       June 2009 to March 2010

Guest Relation Executive

Highlight:

· Receiving the guests and accompany them to their respective rooms

· Making the necessary arrangements in the room according to guest preference

· Handling Check-in & Check-out and Rooms Reservations
· Handling the petty cash and preparing the settlement summary for the day

· Maintaining the Executive log book

                                ------------------------------------------------------------------

EDUCATIONAL QUALIFICATION

PG Diploma                                                                                                      

UEI-GLOBAL, Bangalore                                                                                        2008 - 2009

Post Graduation Diploma in Hospitality Management

Degree                                                                                                                

Mount Carmel College, Bangalore                                                                           2004 - 2007

Bachelors of Commerce

Pre University                                                                                                          2002 - 2004

Mount Carmel College, Bangalore

SSLC                                                                                                                         2001 - 2002

Mountain View High School, Chikmagalur        

                                ----------------------------------------------------------------------

PERSONAL INFORMATION

                                   Date of Birth                           11.11.1986

                                   Gender                                     Female

                                   Religion                                   Muslim

                                   Nationality                               Indian

                                   Marital Status                           Single

                                   Languages known                    Urdu, English, Hindi and Kannada                   

       I assure that the information furnished above are true, complete & correct to the best of my knowledge.

