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Objectives

To find a position as a personal assistant in a development-oriented company that allows me to use my talents to fulfill the needs of team members and clients and begin a career with potential for long-term advancement.

Computer Skills:

Windows Explorer, MS Office 2007: (Word, Excel, Power Point and Access), MS Outlook, Internet & E-mail, Tally ERP 9.
Personal Skills

· High level of concentration

· Accurate keyboard skills

· Sound judgment

· Honesty & Integrity

· Professional appearance

Strengths:

· A person with a positive attitude.

· Fast learner.

· Excellent interpersonal skills.

· Ability to influence a team. 

LANGUAGES KNOWN:

English, Marathi, Hindi and Konkani

WORK EXPERIENCES:
 Mumbai, India (24th October 2013 to 21st December 2015)

Secretary to Room’s Division Manager

DUTIES AND RESPONSIBILITIES HANDLED
· Printing morning meeting reports for RDM(Room’s Division Manager)

· Assisting Hotel Manager with his day to day activities

· Assisting General manager as per his requirements

· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, and travel.

· Compiling reports by collecting information and sending to finances for audit.

· Maintaining filing systems.

· Checking the attendance for the team. 

· Raising a purchase order on SAP, Dealing with the purchase team and following up for the order raised; Inventory level; anticipating needed supplies; verifying receipt of supplies.

· Coordinating with Training Manager for future trainings to be held for the team 

· Coordinating with HR for the day to day activities 

· Assisting the candidates for interviews to managers cabin

· Briefing the executives and supervisors for day to days follow ups

· Sending an invites to the guest on behalf of Hotel manager and General Manager or RDM

· Mailing the guest for the recovery of the money.

· Distributing the TIPS money among the Team

· Supervising the areas in terms of cleanliness, board updation and follow ups

· Contributes to team effort by accomplishing related results as needed.

· Dealing with team queries 

· Managing diaries and making appointments

· Co-coordinating with the travel desk and Booking rooms and travel arrangements

· Answering the phone and answering queries Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals.

· Arrange conferences, meetings, and travel reservations for office personnel.

· Greet visitors and callers, handle their inquiries, and direct them to the appropriate persons according to their needs.

· Maintain scheduling and event calendars.

· Supervise other clerical staff, and provide training and orientation to new staff.

· Schedule meetings and arrange conference rooms.

· Alert manager about cancellations or new meetings.

· Operate office equipment, such as photocopy machine and scanner.

· Ensuring meetings are effectively organized and minuted.
· Maintaining effective records and administration.
P.R. Gandhi & Co - Mumbai, India (29th September 2013 to 23rd October 2013)
Reception cum Admin Assistant

DUTIES AND RESPONSIBILITIES HANDLED
· Printing morning meeting reports for the Owner and the two partners

· Maintaining filing systems
· Checking the attendance for the team.
· Coordinating with HR for the day to day activities
· Managing diaries and making appointments

· Handling mails on out look

Worked with Marriage and Tribunal Cases – Sawantwadi, India (June 2012 to December 2012)
Secretary to Advocate

DUTIES AND RESPONSIBILITIES HANDLED
· Answering the phone and answering queries. Answer telephones and give information to callers, take messages, or transfer calls to appropriate individuals.
· Ensuring meetings are effectively organized and minuted. 

· Maintaining effective records and administration
· Typing the petitions & queries of the customer. 
· Handling personal mails
· Coordinating with the customer for their future hearing dates 
Educational Qualification
B Com graduate from Mumbai University in the year 2012

Majors in Management and Organization Development, Marketing Management & Accounting

PROFESSional Qualification

Diploma in “The Executive Assistant’s Diploma Course” from Davar’s College of Commerce, Secretarial Studies & Services

Subjects Covered:

Computerized Typewriting, 
Business Communications (Written & Verbal), 
Human Relations (including Personality Development and Public Relations), 
Travel Arrangements,

Office Management (including Business English & Terms, Filing/Archiving), 
Legal Environment (including Problem Solving and Decision Making, Intellectual Property, Business and Ethics and Banking & Insurance).

PERSONAL DETAILS 
Nationality:
Indian

Gender: 

Female

Date of Birth:
12th February, 1990

Marital Status:
Single

Visa Status:
Visit Visa 
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