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ANILA 
Career Objective

Desire an Administrative Assistant position in your organisation. Bringing effective office management and administrative skills in a highly stimulating environment.

Education

Appearing MBA in Human Resource                                                                        Pune
Symbiosis, Pune

Bachelor Hotel Management and Catering Technology


   Nagpur Nagpur
L.A.D College
Completed: 2011
 

High School Certificate






Chandrapur
Lokmanya Tilak Vidyalaya 
Completed: 2007

Key Skills and Abilities

Excellent time management skills
Ability to work under pressure
MS office proficiency


Employment History 

September 2015 – January 2016 





Chandrapur
Event Management

Any events 

Responsibilities:
· Co ordinate with clients to identify their needs and to ensure customer satisfaction.

· Conduct market research, gather information and negotiate prior to closing any deals.

· Propose Ideas to improve provided services and event quality.

· Organise facility and manage all events details such as decor, catering, entertainment, transportation, location, invitee list, special guest.

· Specify staff requirement and their activities.

· Cooperating with marketing and PR to promote and publicize event.

March 2013 – August 2015: 






Pune
Admin cum Receptionist

Force Motors ltd

Responsibilities:
·  Welcoming guests, answering telephone inquiries promptly & professionally & transferring calls on. 
· Maintained office equipment and supply of general stationery, and ordered repairs and servicing of machinery as required.
· Organising staff meetings and functions.

· Co-ordinating with PR department for press conference.

· Vendor management.

· Conference hall booking.

· Supervising public area.
September 2011-November 2013                                                                        Ajman, U.A.E

Tulip Inn, Ajman

Housekeeping supervisor


Industrial training:

May 2010-September 2010

Hotel Red roof inn & super 8                                                                          Panama city, U.S.A

Housekeeping department

April 2008-July 2008                                                                                                    Goa

Majorda beach resort 

Food & Beverage department

Personal details:

DOB              : 26 October 1989

Visa               : on Visit

Hobbies: Dancing, sketching, swimming,
Cooking, travelling, photography.

References : Available upon request.
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