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	Date of Birth : 22nd Nov 1985, Female

	
	

	
	Languages Known: Tamil (Mother Tongue),

	
	

	
	English (Basic)

	
	

	
	Nationality: Indian
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O B J E C T I V E

Am seeking an opportunity to become a member of a team where I can utilize my academic, technical skills and experience and gain further experience while enhancing the company’s productivity and reputation.
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K E Y
S K I L L S

	Office Management
	Report & Document Preparation
	Graphics designing

	English Typing 50 words/min
	Bookkeeping & Payroll
	Computer & Peripherals Handling

	Accounts Payable / Receivable
	Facilities Management
	Microsoft Office Package
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S K I L L S
S U M A R R Y

Communication : Communicate Precise Information, Defining, Explaining, Interpreting Ideas, Teaching/Training, Listening, Negotiating, Presenting & Public Speaking.

Managerial
:
Analysing,  Assigning,  Coordinating,  Decision  Making,  Delegating,  Evaluating,

Flexibility,
Implementing,
Inspecting,
Instructing,
Motivating,
Organizing,

Problem Solving, Scheduling and Staff Development.

Leadership
:
Ability to learn, Adaptable, Ambition Drive, Assertive, Confident, Attention to

detail, Self-Motivated, Tactful, Team Leader, Listening, Reflective, Resourceful

and Problem Solving.

IT
:
Proficient in Microsoft Office (Microsoft Excel, Word, Outlook and PowerPoint),

Adobe Photoshop, Illustrator, CorelDraw, Windows XP, Windows 7, Internet and

company provided software
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S Y N O P S I S

· Demonstrated high-level experience (in excess of administration management or office coordination role).
· Demonstrated experience in the provision of quality administrative support services to managers and staff.
· Ability to work autonomously, problem-solve, and take initiative in the resolution of administrative problems.
· Proven ability to prepare and communicate information clearly and professionally (both verbally and in written form), to prepare statistical and written reports, and to prepare correspondence on behalf of management.
· Sound ability to identify and develop personal work practices that promote self- organisation, accountability and learning.
· Capacity to use the following computer applications and technologies to an Intermediate-High Level: Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Outlook,Adobe Photoshop (Basic), CorelDraw (Basic), Internet Explorer.
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P R O F E S S I O N A L
E X P E R I E N C E

SECRETARY & SALES COORDINATOR
21 APRIL 2012 – PRESENT

Kreativ India is an Indian Web Design company specializing in custom website design andE-commerce website development of all sizes. They have been designing Business Websites, powered by web content management systems, sophisticated database-driven web applications, flash websites designed with customer needs in mind. Their business has grown from a small web programming company India in 2000. In India web application development firm can provide solutions for business automation, corporate branding, on-line advertising, e-commerce shopping sites, etc.

Roles and Responsibilities

In-coming enquiries

To respond quickly and efficiently to all in-coming sales enquiries, by telephone, fax and email, preparing brochures, presentations as required

To follow up all enquiries, preparing proposals where necessary and facilitating show rounds with potential clients to show them our facilities

Preparing tender and contract documents, including bills of quantities with the subcontractors and/or the client;

Undertaking costs analysis for new projects

Assisting in establishing a client's requirements and undertaking feasibility studies; Advising on procurement strategy

allocating work to subcontractors

Monitoring and follow up for the current projects and reporting to the clients at regular intervals by mail, phone, text messages.

Receiving queries, suggestions, complaints from the clients and take necessary actions with appropriate team members.

Submitting the work completion report to the clients and receive the proper acknowledgments.

Valuing completed work and arranging payments (invoice preparation, cheque collection, receipt vouchers, cheque deposit procedures)

Administration

Keeping up-to-date contact details (i.e. names, addresses and telephone numbers) that are useful to the organization, including those of all clients, appropriate government officials and of voluntary organizations.

Promotion of our facilities to new and existing clients through a pro-active approach

Keeping a record of the organization’s activities and keeping a diary of future activities

using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, etc., to
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produce correspondence and documents and maintain presentations, records, spreadsheets and databases;

Devising and maintaining office systems;

ordering and maintaining stationery and equipment;

sorting and distributing incoming post and organizing and sending outgoing post;

Photocopying and printing various documents, sometimes on behalf of other colleagues. Maintaining awareness of the different building contracts in current use;


M / S . C C I C O M P U T E R E D U C A T I O N |

ACADEMIC COUNSELLOR05
MARCH 2009 – 15 APRIL 2012

CCI Computer Education Started in the year 1999 at Tiruppur, Head office at Salem,

TN, South India. A company with ISO 9001-2008 certification and accredited with IAO tie up with more than 20 colleges. CCI has developed leaps and bounds and today the institution is one of the largest networked computer educational institutions in Tamilnadu

Roles and Responsibilities

In-coming enquiries

To respond quickly and efficiently to all in-coming academic enquiries from students, by telephoneand email, preparing brochures, presentations as required

To follow up all enquiries, preparing presentations where necessary and facilitating show rounds with potential students to show them our facilities.

Meeting and greeting students, parents and visitors to the office.

Scheduling and monitoring batches and allocating staff member to each batch.

Handled student's issues related to their studies, exams and social behavior with teachers and fellow students. Coordinate the staff members and students and reporting to the Management

Submitting the Course completion reports & issuing certificates to the students and receive the proper acknowledgments.

Administration

Keeping up-to-date contact details (i.e. names, addresses and telephone numbers) that are useful to the organization, including those of all clients, appropriate government officials and of voluntary organizations..

Photocopying and printing various documents, sometimes on behalf of other colleagues. Maintain confidential records, reports, files, correspondence and records of decisions

Handling incoming / outgoing calls, mails and filing.

Monitoring inventory, office stock and ordering supplies as necessary. Manage calendars and arrange appointments
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Sort and distribute incoming mail

Operate office machinery such as copier and fax machine Type and proofread outgoing correspondence

Perform additional general office duties such as assisting staff with their specific work when required

Receiving queries, suggestions, complaints from the students and parents and forwarding to the management


S C H O L A S T I C S

H i g h e r s e c o n d a r y E d u c a t i o n

Passed in Year 2012, April with 50%

Form private Education

S e c o n d a r y S c h o o l L e a v i n g C e r t i f i c a t e ( S S L C )

Passed in Year 2000, April with 68%

Form St.Marys Girls High School,  Trichy Dist.

First Name of Application CV No: 1645212
Whatsapp Mobile: +971504753686 
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