
Yaurette 


Ambitious & Proactive Post Graduate from St. Xavier’s College, Mumbai University, looking forward for an opportunity in Administration, Document Control and Facility Management. I aspire to work with a growth oriented organization that provides a platform to demonstrate my skills & competencies for the growth of organization & is an equal opportunity provider for career progression.
Previous JOB PROFILE: 






Front Office Executive / Administrator  

· Assisting  admin department with word-processing -reports, letters, specifications, spreadsheets, etc.

· Co-ordinating and Scheduling Meetings and Resources
· Organizing and tracking Inter-departmental inventories

· Organizing VIP Itinerary for national and international visit
· Generating and Maintaining Facility Snag report and creating checklist for resource allocation.

· Organizing F&B for in-house events
· Preparing MIS Report

· Generating & Monitoring daily log book and incidents reports.

work EXPERIENCE  

January  2014– February 2016, 


Organization: Sodexo Facility Management Services India Pvt. Ltd, Mumbai
Designation: Front Office Executive / Administrator
Job Description: The Roles and Responsibilities are as mentioned above











 

March  2013– July  2013,
Organization: Prince Aly Khan Hospital, Mumbai

Designation: Intern
Job Description:

· Collection of Case Report Forms and Data. 

· Compilation and Data management









 

June 2012–February 2013 ,

Organization: Sodexo Facility Management Services India Pvt. Ltd, Mumbai
Designation: Receptionist
Job Description:

· Generating Visitor log and issuing Gate Pass

· To ensure guests reception and escorting VIP guest/ visitors to designated locations.

· Co-ordination and set-up conference calls, Maintaining/Scheduling the use of conference rooms and other corporate resources. 

· Maintaining Logs and records of first-aid & stationary. 

exposure & TECHNICAL skills

Computer Proficiency
 : Microsoft Office 2003( Word, Excel & Power Point), Microsoft Outlook ( Email Managing).           

Hobbies



 : Reading Novels, Traveling & Listening to music.
qualification 

	2012-2013
	PGD (Clinical Research)
	St. Xavier’s College
	Life Sciences & 

Biochemistry Department
	II Class


	2011-2012
	B.Sc (Chem)
	St. Xavier’s College
	University Of Mumbai, 

India
	II Class


	2007-2008
	HSC
	St. Xavier’s College
	University Of Mumbai,

 India
	II Class


	2005-2006
	SSC
	Carmel of

 St. Joseph High School
	Maharashtra Board of 

Higher Education, India
	Distinction



Additional  qualification 
· GCP ( Good Clinical Practise) Training Workshop - Quintiles
PERSONAL DETAILS 

Date Of Birth                 
:   28th June 1990

Sex
                             
:   Female

Marital Status         

:   Single 

Nationality      


:   Indian

Languages Known
 
:   English, Hindi, Konkani & Marathi. 
To contact this candidate click this link submit request with CV No
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Strength:





Communication


Analytical Skills


Multitasking


Self Motivated


Hardworking


Team Player


Quick Learner
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