RENI 
OBJECTIVE

Proactive and organized individual with 6+ years of hands on experience in providing high quality managerial and administrative support, team leading, in-house coordination and exceptional secretarial skills. Currently seeking an administrative position with an organization where professional growth is assured.
SPECIAL SKILLS
● Office management

● HR Coordination

● Record maintenance  
● Customer Service

● Training Coordination
● Staff training

● Correspondence handling
● Travel arrangements
● Confidentiality
CAREER HISTORY

Operational and Processing Team leader (Administration) – Jan 2012 – Mar 2016
Employer Name – Tata Consultancy Services Ltd

Tata Consultancy Services (TCS) is a global leader in IT services, digital and business solutions that partners with its clients to simplify, strengthen and transform their businesses. TCS has been recognized by Brand Finance as one of the Big 4 Global IT Services Brands and operates in more than 46 countries.
Roles & Responsibilities;
Office management
· Manage administration tasks for Committee meetings, including compiling agendas, recording minutes.
·  Highly skilled in performing general office tasks including bookkeeping, filing, and records management.
· Conduct Reward and recognition events and Staff award function. 

· Presenting data and analysis to staff in an actionable format.

· Set up and uphold manual and automated information filing systems.
· Supervising the work of office juniors and assigning work for them.
· Prepare monthly report and send to the management.
· Ensure that all functions and systems within office are running smoothly.
· Conduct inspections of office premises to ensure facilities comply with company standards.

· Coordinating HR team for recruitments and induction
· Maintain accurate records of daily activities.
· Handle accounts and perform all clerical and secretarial duties.
Training Coordination
· Setting up and coordinating training and conferences.
· Providing training and orientation for new staff.
· Coordinating with the team leads for the process improvements.
Travel Management
· Manages and coordinates all aspects of business travel to meet the specific needs.
Administrative Assistant -  Oct 2010 – Dec 2011
Employer Name – Tech Mahindra Ltd
One of India's largest state-of-the-art service providers, Tech Mahindra BPO offers end-to-end solutions focusing on Banking, Telecom and, BFSI. The company has been consistently delivering quality services to its clients, thereby generating unmatched business value to its customers through its centers of excellence.
Roles & Responsibilities;
· Recorded, transcribed and distributed minutes of meeting.
· Collaborate with department managers for master report.
· Schedule and coordinate meetings.
· Customer request management.
· Liaison between all departments to ensure proper communication and reporting practices.
· Organize travel schedules and book reservation.
· Coordinate inventory orders and office supplies.
· Managed front desk activities within a busy environment.
· Handled media and public relation enquire.
Teacher and Administrative Assistant - Jun 2009 – May 2010

Employer Name – Sri Gayathri Global School Thirupathi 

 One among the reputed school located in South India which offers Primary and secondary school education. The school mainly focus on interactive learning hence provide extensive platform for the students to develop and explore their skills and ideas.
Roles & Responsibilities;
· Taking responsibility of academic functions and training the students.

· Interacting with children as well as the parents.

· Maintaining of School records as per the management policies.

· Taking additional efforts and responsibilities to take the children to interactive level of learning.

· Responsible for monthly meeting with parents and discussing about the improvement areas of their children.

· Suggesting and implementing of new ideas to make the learning more interesting and easier for the children.

ACHIEVEMENTS
· Awarded as a Best Team Performer 

· Awarded performer of the year 2011, for consistent performance and stewardship.
· Implemented few automations and best practices which saved around 100 Man hours per month, in turn helped the team in taking new responsibilities and challenges.

EDUCATION QUALIFICATION
May 2009
Bachelor of Science





     

University of Kerala





Kerala, India
May 2005
Higher Secondary Education (Science - Biology)



     

Kerala Education Board




Kerala, India
May 2003
High School Education







Kerala Education Board




Kerala, India
STRENGTH
· Adaptable & Flexible.

· Hard working.

· Knowledgeable / ready to learn.

· Enthusiastic.
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