[image: image2.jpg]


Savina
CAREER OBJECTIVE
To be an integral part of an organization and to carry out the duties entrusted to me to the utmost satisfaction of my superiors.

PROFESSIONAL EXPERIENCE

Designation: Projects Executive – Programmes Team (English Partnership)
Duration: 1st May 2012 – 27 January 2014

Responsibilities are-
( Prepare and manage packs for participants of training programmes and seminars and
   dispatch the materials and ensure safe and timely delivery.
( Open and distribute incoming regular and electronic mail and other material.
( Support in the procurement process in South India in ordering of office supplies and
   maintaining inventory.
( Answer telephone and electronic enquiries and relay telephone calls and messages.
( Set up and maintain manual and computerized information filing systems.
( Record and prepare minutes of meetings.
( Preparing and managing local travel, itineraries and programmes for external speaker, UK
   consultants, STC and other staff transport and accommodation.
( Prepare and enter, edit and proofread correspondence, invoices, presentations, brochures,
   publications, reports and related material.
( Collect data, statistics and other information to support research activities.
( Working with English Partnerships Travel Executive to arrange travel and logistics for
   freelance Training Consultants using agreed processes and tools.
( Train office staff in procedures and in use of current software.
( Assisted in organizing the Teacher Educator Conference.
( Processing of travel claims and consultancy fees.

COMPANY: ORACLE FINANCIAL SERVICES SOFTWARE LIMITED
Designation: Associate / Telephone or Receptionist
Duration: 20th October 2009 – 26th April 2012
Positions handled: Front Office & General Admin

Responsibilities are-
• Attending to visitors at the reception.
( Answering, transferring and connecting incoming and outgoing calls.
• Handling the epabx machine and the reports for each employee in the location and
   reporting issues with the vendor.
• Analyse and oversee operations related to budgeting, contracting and management
   processes.
• Delegates work to office support staff, and ensures procedures are followed and deadlines
   are met.
• Maintains supplies inventory by checking stock to determine inventory level; anticipating
   needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.
• Assist in preparing of operating budgets and maintain inventory and budgetary control
• Oversees and administers the day-to-day activities of the office; develops policies,
   procedures, and systems which ensure productive and efficient office operation.
• Supervision of technical and support staff.
• Collect data and prepare reports on periodic basis.
• Organizing customer visits and ensuring that every detail is covered.
• Co-ordinate and plan services like parking, maintenance and security services; space
   allocation, disposal of assets, relocations, equipment, supplies.

COMPANY: PARADIGM VENTURES PVT. LTD.,
Designation: Consultant (Non IT)
Duration: April 2008 – October 2009

Responsibilities are-
( Attracts applicants by placing job advertisements; contacting recruiters, using newsgroups       and job sites.
( Advise job applicants on employment requirements and on terms and conditions of
   employment.
( Screen candidates’ resumes and job applications.
( Review candidate inventories and contact potential applicants to arrange interviews
   and placement of personnel.
( Arranges management interviews by coordinating schedules.
( Intimate the applicants of results of the selection process and co-ordinate with the
   organisation on preparing of job offer letters.
( Act as a point of contact and build influential candidate relationships during the
   selection process.
( Negotiate settlements of appeals and disputes and co-ordinate termination of
   employment process.
( Arrange for staff training, counselling, eligibility to entitlements, and recognition
   programs.
( Updates job knowledge by reading professional publications and participating in
   professional organizations.
EDUCATIONAL QUALIFICATION
( B.B.A. from Women's Christian College, University of Madras, Chennai in 2008 with         FIRST CLASS.
( H.S.L.C from St. Ursula's Anglo Indian Higher Secondary School, Chennai in 2005 with
FIRST CLASS.
( S.S.L.C from St. Joseph's Anglo Indian High School, Chennai in 2003 with FIRST CLASS.
Name:  Savina
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