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CURRICULUM VITAE
SANDEEP 
	CAREER OBJECT


A highly competent, motivated and enthusiastic administrator with experience of working as part of a team in a busy office environment, Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people, possessing a proven ability to generate innovative ideas and solutions to problems
Currently looking for a suitable position with a reputable and ambitious company
	AREAS OF EXPERIENCE


	Administration Skills
	Pay roll management 

	Customer Service & Coordination
	Customer Grievance Handling

	Knowledge of English
	Sales & Marketing Support

	Problem – Solver
	Quick Learner

	EMPLOYMENT SCAN : 5+YEARS


	ADMINISTRATOR AT MARKETING & RESEARCH (IMRS)–HYD
	JAN 2015 to Feb. 2016

	JOB DESCRIPTION AND RESPONSIBILITY:
· Managing daily cash balances;  

· Schedule and coordinate meeting appointments, event and other similar activities; Handle calls: promptly forwards them to the appropriate person; Organize, sort and assign mail distribution for all the employees.

· Provide administrative support to branch Manager.

· Payment of invoices and fees as required or otherwise instructed;

	ADMINISTRATOR AT BLUE DIAMOND GROUP OF COMPANIES- SHARJAH (UAE)
	May 2008 to  Nov.2012

	JOB DESCRIPTION AND RESPONSIBILITY:

· Write memos, letters and reports; generate spreadsheets, and database reports; prepare and disseminate confidential correspondence internally and externally.

· Handling and controlling Incoming and outgoing Emails by using outlook program.
· Handle correspondence, memoranda, prepare transcribe, compose, type, edit and distribute agendas and minutes of numerous meeting

· Preparation of quotations and making sub-contracts.

· Provide administrative support to business support Manager & Commercial Manager.

· Maintain and update files database, records and other documents; Printing, scanning, maintenance and other services.

· Verifying and posting of Invoices, preparation of payments.

· Preparation of cash flow statements and report to the Chief Accountant.

· Handling of Accounts Payables. 

· Purchasing of Gen. Items such as Uniforms, shoes, Materials, Stationary Items.

· Responsible for visa formalities of all working employees into the UAE Emigration departments.

· Directly controlling and maintaining total general administration such as labour cards, resident permit, SIM cards and vehicle reports. 



	COMPUTER OPERATOR in TATA AIG LIFE INSURANCE CO. -  HYDERABAD (AP)

(Part Time)
	Sep. 2007 to Jan. 2008

	JOB DESCRIPTION AND RESPONSIBILITY 
· Preparing Bonds and files
· Preparing monthly Bills statements


	

EDUCATIONAL QUALIFICATIONS


MBA FROM ANDHRA UNIVERSITY – INDIA – FROM 2013 TO 2015 

B.Sc FROM KAKATIYA UNIVERSITY – INDIA-FROM 2005 TO 2008

INTERMEDIATE FROM BOARD OF INTERMEDIATE –INDIA – FROM 2003 TO 2005 
S.S.C FROM BOARD OF SECONDARY EDUCATION –INDIA – FROM 2002 TO 2003
	KEY SKILLS AND COMPETENCIES


· Strong organizational, administrative and analytical skills. 

· Excellent spelling, proofreading and computer skills. 

· Ability to maintain confidentiality. 

· Excellent working knowledge of all Microsoft Office packages. 

· Ability to produce consistently accurate work even whilst under pressure.

· Ability to multi task and manage conflicting demands. 

· Ability to type at least 40+ wpm 
	SOFTWARE SKILLS


Operating Systems


:
Dos, Windows -95/98/2000/XP/Vista/windows 7

Language



:
C (Introduction)

Databases



:
Ms-Access, Tally, Peachtree
Packages



:
Ms-Office, E-mail & Internet and Tally ERP 9
Front End



:
Fox Pro, Photoshop, DTP, Oracle (SQL)
	PERSONAL DETAILS


Date of Birth



:
16th April 1988

Gender



:
Male

Nationality



:
Indian.
Visa Status



:
VISIT VISA 

Languages Knows


:
English and Hindi
Marital Status


:
Single
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DECLARATION:

I hereby declare that the above information is true to my knowledge and look ahead to work with an esteemed organization.

)

REFERENCE: Available up- on request.
SANDEEP 


CV NO: 1737240
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