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JOB OBJECTIVE
Administrative Assistant 
Six  years of experience providing top-notch support to Correspondent, Principal, Financial Administrator, Estate Officer
· Administrative: Adeptly handle administrative matters including screening calls, managing calendars, planning meetings, making travel arrangements, composing documents and organizing offices for efficiency. 
· Communications: Interact professionally with all levels of staff and maintain the highest level of confidentiality; known for tact and diplomacy in handling sensitive issues.
· Computers: Considered a “power user” of Microsoft Office; quickly learn and master new technology.
Computer Skills

· Microsoft Programs: Word, Excel, PowerPoint and Outlook
· Accounting package:  Wings software
· Operating Systems: Windows (all versions)
Experience

St. Xavier’s Catholic College of Engineering
Office Superintendent, 2009 to Present
Provide administrative support to the institution. Answer telephones, promptly and courteously assist clients viz. Parents, students, council members and employees throughout the institution.  Maintain calendars, coordinating extensive appointments, meetings and domestic/international travel.  Outstanding Tuition fee follow-ups and all outstanding receivables owe to our institution.  
· Office Management: Overhauled recordkeeping system from manual to computer-based, creating a user-friendly and systematic information management system and reducing data-retrieval time. 
· File keeping :  Record keeping of  all documents 
· Customer Relationship Management: Tapped into the power of Wings software to track the effectiveness of admissions, placement,  students accounting issues, Due entry, arranging online payment gateway facility to parents.   Generated reports that assisted upper management with decision making.
Nikhil Engineering Company (Authorised Distributor for 3M India Ltd)

Period : December 2007 to April 20th 2008.

Description:  Appointed as Sales and Marketing Executive to market the 3M Occupational safety equipments in and around Peenya Industrial Area, Yeshwanthpur & Nelamangala taluk etc.  
Saraswati Online.com  as Coordinator
Period : November 2006  till October 1, 2007.
Description : Deputed from Saraswati Online.Com to work in China as Coordinator in Nanchang Medical University.  Administering the daily activities of students. Coordinating with university officials for welfare of students.  Reporting to CEO, sending reports daily on progress of the students. Arranging tickets etc.   

Indian Air Force as Admin in charge:

Period:  Jan 2002 to Jul 2006

Description :  Managing the Officers Mess like Party schedule, inventory keeping and updating, bill preparation, liasoning with bank, reconciliation of bank statement and all general works assign by management.  etc.
Comp-U-Learn Tech (I) Ltd as Customer Support executive
Period


: 
Dec 2000 to  Aug 2001

Description : Visiting affiliated institutes and generating revenues. Updating the affiliates for any up gradation in the courseware, conducting online examination, stock verification on week ends, sales promotion and creating new avenues for business development. .

Reliance Petroleum Ltd. as Departmental Secretary

Period


: Aug 1997 – Jul 1998

Description : Assisting foreign delegates,  executing their orders and taking full control of all project documents file.   Arranging hospitality and services to delegates and catering to their needs.  
Education

· Master  of  Business Administration from The Indian Engineering College, Vadakangulam,  Manonmaniam Sundaranar University, Tirunelveli,  Tamil Nadu. INDIA.
· Bachelor of  Commerce from  St. John’s  College, Agra, Dr. BR Ambedkar University, Agra.  Uttar Pradesh. INDIA
PERSONAL PROFILE

Marital Status

:
Married

Languages Known
: 
English, Hindi and Tamil      

Mother Tongue

: 
Tamil

Religion


:
Christian

Date of Birth

: 
21-10-1975 (Age-41)  
