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                     Srirani
Srirani.263952@2freemail.com  
Qualification Summary

Administrative support professional experienced working in fast-paced environments demanding strong organizational, technical, and interpersonal skills with 11+ years’ Experience. Highly trustworthy, ethical, and discreet, committed to superior professional service. Confident and poised in interactions with individuals at all levels. Detail oriented and resourceful in completing projects and able to multi-task effectively.
Core Knowledge and Functional Skill areas

· In depth knowledge of Technology with Microsoft Office, Web, Telephone operations & Tech Savvy.

· Relevant experience in major software applications and quick learner of new software applications.

· Organizational ability with multi task, work under pressure, Stress tolerance & deliver high quality results
· Proactive approaches to problem-solving with strong decision-making capability
· Effective sense of Time Management, Planning, Organizing & Analytical Skills
· Professional verbal/written communication skills.

· Typing - 80wpm 

· Reliable & Discretion 

Achievements
· Provided exceptional support to Chairman, Directors and C-Level Executives which increased overall efficiency by 35%

· Achieved appreciation letter for arranging team meetings and publishing accurate minutes

· Coordinated team events and activities at the best yet economical locations – saved expenses by 45%

· Collaborated with other departments of company to centralize the customer database for easy retrieval of information

· Demonstrated excellent abilities in retailing and Customer orientation by assisting the departments in promotional activities and campaigns

· Introduced a user friendly electronic filing system which reduced file retrieval time by 30%

Experience Highlights

Administrative Support
· Performed administrative and secretarial support functions for the Chairman/Executive Director/CEO of a large Telecom & Hospitality Group. Coordinated and managed multiple priorities and projects.

· Provided discreet secretarial and merchandising services for a busy Retail Shopping Mall, scheduled appointments, generated accurate statistical reports (monthly, quarterly and yearly) and maintained up-to-date confidential files. 
· Generate statistical reports, assisted with general accounting functions; maintained journals and provided telephone support; investigated and resolved problems for a Garment manufacturer’s group 
Clients Services

· Registered incoming clients in an index, demonstrated ability to maintain composure and work efficiently in a fast-paced environment while preserving strict confidentiality
· Conducted client interviews to elicit necessary information for schedule, accurate prioritization and to assist top level executives for smooth systems
· Organized hotel special events and reservations; managed Guest relations and provided exemplary service to all customers.

· Negotiated favourable terms and pricing agreements with suppliers and other providers for service at special events and day to day requirements

Management & Supervision

· Promoted rapidly from Merchandiser to Executive Secretary at an upscale Shopping Mall

· Oversaw all operations including Management activities and improved office efficiency by implemented filing system and introducing additional time-saving measures, troubleshot and resolved problems, mediated staff disputes, and handled customer complaints.

· Participated in staff recruitment, hiring, training, and scheduling, Supervised an interdepartmental staff
Duties & Responsibilities

Key Responsibilities 

· Performs administrative duties to M.D/CEO
· Responsible for screening calls, mails & IOC’s, Organize Video and Web conferences,  managing calendars, making travel arrangements (National & International), meeting and event arrangements, preparing statistical reports and financial data, manage files and documents,
· Organize, Coordinate and Schedule Meetings, create and endow Meeting Minutes to concern department

· Execute business acumen; strategy formulation, Legal Compliances, data comprehension & inference development; project management & team working.

· Sensitivity to confidential matters
Primary Responsibilities 
· Plans, coordinates and ensures the CEO’s schedule is followed and respected. 
· Provides "gatekeeper" and "gateway" role, creating win-win situations

· Provides a bridge for smooth communication between the CEO’s office and internal departments; Working and coordinating with various cross- functional teams for better efficiency

· Maintains discretion and confidentiality in relationships with all BOD's

· Perform end-to-end Data mining and analysis activities to map all Key Performance Indicators; Ratio Analysis, data processing and creating dashboards to help the senior management in their strategic decision making

· Develop rapid understanding of the business environment, overall strategy of company, internal organization and ensure that programs are aligned to business strategies and objectives 

· Conducting Research, analyse and present data to enable decision making by CEO

· Streamline functioning of the CEO's office by setting up right processes and ensure timely availability of information, data updates, and implementation of administrative routines

· Provide Business Advisory & MIS Reporting, Work on Projects, monitoring outcomes, and recommend suitable actions on a regular basis

· Provide statistical reports for Financial Analysis, Financial Projections & Competitive Benchmarking; Assist CEO in conducting monthly, quarterly, & annual reviews
· Conducting market research and in turn help in making important business decisions
Employment History

· Airmesh Communications Limited, India as Its Executive Assistant from April’2015 to till date

· Joys Palace Hotels, India as its Executive Secretary from August’2013 to March’2015
· Femina Retails (P) Ltd, India as its Executive Secretary - Oct 2008 to July’2013
· Colman Garments (P) Ltd.., as its Merchandiser cum Secretary from June’ 2005 to Sep’2008.  
Educational Credentials
· Completed Bachelor in Computer Application at Bharathidasan University, India in the year 2004
· MS Word, Excel, Outlook, PowerPoint, Power BI, Publisher, Lotus Notes and Quick Books. 
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