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Job Objective
Professionally grow within a fast paced organisation environment and, with hard work and sincerity strive for the growth of the organisation.
	Summary of Experience :- 7 Years as Administration Executive
	

	Qualification
	· MBA (HR and Mktg) Anna University, March 2008

	Certification
	· Technical business communication,  TWB, November 2011

· Tally ERP 9, LCC Institute, September 2012


	Areas of Expertise
	Profile summary

	Vendor Management

Event Management

Customer Support

Sales and promotion

Client Management

Diary Management

Calendar Management

Cash Management

Team Management

Travel Management

Facility Management

Assets Management

Store Management


	· Prioritized works assigned and completing with systematic procedures and by effective communications with clients.

· Coordinated operations and personnel activities to meet Departmental and top managerial objectives related to the provision of services within designated areas.
· Maintained interface with departmental personnel to ensure there is adequate space and facilities for customers and coordination of facilities.

· Determined necessary space, equipment, supplies and support systems to ensure effective functioning of unit/department.

· Investigated concerns of projects assigned and implements appropriate courses of action.

· Intervened and solved problems for inter-/intra-departmental issues. Facilitate interdepartmental communication, negotiation and decision-making.

· Taken corrective action in situations requiring immediate intervention, including interpretation and administration of corporate policy and work rules.

· Conducted events and promotional activities like bill board advertisements.
· Communicated issues identified by front line staff to appropriate administrative team related to new administrative or departmental initiatives.

· Effective in cash management for better and profitable functioning of the office.

· Certified in MS Excel and MS Office for creating reports professionally and generating statistical business reports.
· Efficiently assisted CEO, directors and International clients.

· Maintained excellent communication skill to coordinate with all departments and customers on subject matter and generating a better corporate culture.
· Prepared statutory documents, insurance policies as per the labour laws and submitting on time at Government Offices.

· Scheduled and conducted meetings, Video conferences and minutes of the meeting.
· Arranged travels, accommodations and meetings for mangers with better calendar management and also prepared minutes of the meeting.


Previous Company Details

	Positive Health Clinic Pvt. Ltd, Kochi (MNC)


	July, 2015 - February 2016
	Dr. Batra’s Positive Health Pvt. Ltd is Homeopathy clinics chain with over 300 branched in India including Dubai and UK.
	Administration Executive

	Triveni Engineering and Industries Ltd, Kochi 


	May, 2014 – July, 2015
	Triveni Engineering Industries Ltd is specialised in construction of Raw Water Treatment Plant.
	Senior Administrative Assistant 



	Ruby Seven Studios , Infopark, Kochi (MNC)
	January, 2012– May, 2014
	Ruby Seven Studios is a gaming company specialized in creating casino games. 
	Administration Executive

	Muthoot Finance Ltd , New Delhi (MNC)
	June 2008 - March, 2011
	Muthoot Finance Ltd is India’s largest gold loan company. 
	Admin and Accounts Assistant


Technical Skills
MS Office (Word, Excel & PowerPoint)
IBM lotus, Microsoft Outlook
Personal Details

Nationality

:
Indian.
DOB


:
16/05/1985.

Marital Status

:
Single.

Languages known

:
English, Hindi and Malayalam 

Gender


:
Male.
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