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ANJANA
ANJANA.297818@2freemail.com  
Job Title : Office Executive Assistant,Personal Assistant

OBJECTIVE:

Seeking a challenging position in the field where I can implement my educational background and skills to benefit both my company and myself in the best way possible and looking forward to gain good experiences.
PERSONAL INFORMATION:


Date of Birth


:
21-Sept-1989

Nationality


:
Indian

Marital Status


:
married


Religion



: 
Hindu
ACADEMIC AND TECHNICAL QUALIFICATIONS:


M.Sc. (Information Technology), Lovely Professional University, Punjab, India. 


Bachelor of Arts, Guru Nanak Dev University, Punjab, India.

Three Years Diploma in Modern Office Practices, Punjab State Board of Technical Education & IT, Punjab, India.

One Year Diploma in Computer Applications.
EXPERIENCE:

1. 6 Months Industrial Training in M/s.Sonalika International Co. Ltd. Hoshiarpur- From Jan 2010 to June 2010.
Position: - management trainee 

Responsibilities:
· Maintaining contractor’s records.

· Receiving clients call and transfer to concerned departments.
· Receiving the dispatched letters.

· All data entry works online or offline.
2. St.Soldier Institute of Polytechnic & Pharmacy, Jalandhar- From July 2010 to May. 2011.

Position: - Clerk in account Department 
Responsibilities:
· Managing the entire administration and facilities.

· Assistant administrative officer in day to day activities.

· Manage printing and stationary.

· Handling office mails and all documents.

· Maintaining all office records

· Receiving and answering office phone call.

· Maintaining students records like fee, admission, migration, scholarship’s etc.
· Making daily notice for students and all future activity schedules like exam date sheets and monthly test date sheets.
· Data entry duties depending on the task sets.

· Set up appointments and provided to Principal or Manager Director.

3. M/s.Bahri Chatrath & Co., Chartered Accountants, Jalandhar- From June, 2011 to Till Date.

Position: - Executive Assistant 
Responsibilities:
· Communicate well with clients and team members.
· Hardworking, loyal professional with excellent interpersonal communication skills.
· Experienced in client service and office support.
· Answered phones, screened calls and scheduled appointments.
· Managed payment receipts, tracked financial records and organized reports.
· Handled all incoming requests for reports via email and directed request to correct department or manager.
· Provide customer service to walk in visitors at the office.
· Performed multiple tasks simultaneously in office environment.
· Expertise in a variety of office software such as Microsoft Office.
· Solid knowledge of computers, fax machines and hardware.
· Extensive experience in administration support services and client relations
· Organized database and performed data entry.

· Coordinated all paperwork for warrantees and repairs

· Prepared correspondence for hearings.
· Set up appointments and provided client information.
COMPUTER SKILLS:

· Microsoft word  
· Microsoft excel
· Tally

· Outlook

· Internet & Email
· Other software installation

Date ___________________
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