RAJIV



OBJECTIVE


>Dynamic, caring and dedicated professional desiring an Administrative Assistant position with using office management, administrative support and problem solving skills to support executives and build a loyal client base.






EXPERIENCE







>  Consultant …………. ……………………………...............10/May/2008 to 28/April/2016 

             ( Adminstrative Assistant) India
-----------------------------------------------------------------

-  Manage the client case system ,ensuring enquiries are forwarded correctly .

-  Cases move forward to completion of and raising alert , Manage the general email and respond to 

    general questions. 

-  Concern in employee salary and their incentives  

-  Hold record of office equipment’s ( Fax Machine, Printers , Computers, CCTV & Etc. ) 
-  Create advertisement banners and brouchers to promote  business.

-  Arrange educational seminars and meetings .

​-  Arrange & plan  domestic holiday packages.
>  GNA  UDYOG LIMITED ………………….…………….…………01/ April/2005 to 31/ May/2008

         
( Officer HR  & Admin )  India
-----------------------------------------------------------------

- Promoted to fulfill a broad range of HR functions. 
- Recruiting and training employees.

- resolved conflicts between employees and admin.

>  The Grand Hotel & Restaurant  ……………………….........................07/ Nov/ 2002 to19 May/2005 

             ( Admin. Assistant Cum  Help Desk) India
-----------------------------------------------------------------

- Maintain to patrons record, data feeding in computer 

- Receiving calls and reply them as their queries. 
- Supervision in hotel staff  and their working schedules. 

​- Care of Hotel  and  restaurant inner equipment’s conditions.

​- Provide  Space to customers for celebration any event in restaurant  or hotel.
     





ACADEMIC  QUALIFICATION 
>  Bachelor Of Arts ( Guru Nanak Dev University, Amritsar )  ……………..……………1995-1998
>  Senior Secondary Education ( Punjab School Board, Mohali ) …...……………………1992-1993

     










Cont---2







-2-

>  Matriculation Education ( Punjab School Board , Mohali )……………………………..1991-1992







SKILLED  EDUCATION 

>  APTECH  COMPUTER EDUCATION  ………………………………………………… 1999

( Certificate In Proficiency In Information Systems Year 1 ) 


> SSi , Education ……………………………………………………………………………..2002 


 ( Oracle 9i For Developer  )
 






ACHIEVEMENTS
> Guru Nanak Dev University Sports Committee ………………………………………….. 1997

  
( Cricket )
> Guru Nanak Dev University Sports Committee ………………………………...…………1994


( Cricket )
 




LANGUAGE KNOWN 

> Bilingual – Hindi, Punjabi , English & French ( Bit )











PERSONAL INFORMATION






Married 
D/o/b : 31/10/1978 Age : 37            Admin. Assistant 


HOBBIES & INTEREST 
 > Listening To Music & Watch Discovery Channel Programme. 
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