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	Summary:
With over Five years of experience as an Admin Executive and administrative intern, I have the ability to tackle all administrative problems with a fresh outlook. Excellent grasp of office management systems and good typing skills combined with excellent leadership skills, makes me a good candidate for seeking a job with a growth oriented company.

My Strengths &Competencies: 
· Leadership, Teamwork & Willingness to learn.

· Ample Knowledge in Indian Accounting Standards.
· Excellent communication and management skills.

· Ability to work under pressure of deadline.
· Committed, Honest, Sincere& Hardworking.

· Aiming at excellence in work through self motivation.
   Career Objective& Professional Interest:
· To pursue a challenging and growth oriented career in an organization that offers opportunities to learn & grow by delivering the results.
Personal Information: 
Age                            :       27 Years
Gender                       :       Female
Nationality                 :      Indian

Marital Status             :     Married



Professional Record:
– Panjim– Goa
Job Profile:
April 2012 to Dec 2015
Designation

:
Admin Executive cum Account Assistant.
Hierarchy

:
Reporting to Manager.

· Manage day to day Administrative work. 

· Participate to prepare H.R Policy.

· Handling telephone calls & Queries.

· Execute all activities and make correspondence relating to appointments,

      confirmation, increment, promotion, transfer, terminating, discipline, recreation etc,
· Prepare wages & salary statement of company

· Entire recruitment procedure, job advertisement, review, finalizing the process of appointment
· Provided secretarial and clerical support

· Responded to queries from visitors
· Manual writing of cash book, attendance register. 

· Preparing monthly bills.

· Preparing stock statements. 

· Monthly staff Salary calculation.

· Transferring of staff salaries in their account.

· Entering Vouchers on Tally.

· Joining formalities and documentation, opening of bank account of the employees.

· Compliance of ESIC, Challans deposit & sending withdrawal forms to HO..

· Handling correspondence through emails and Internet.
Panaji Goa.
Job Profile:
March 2010 to March 2012
Designation

:
Reservation Executive. 

Hierarchy

:
Reporting to Reservation Manager.

Responsible for handling all reservation enquiries from direct guests and travel industry partners.

“Demerg system India”, Panaji Goa.
Job Profile:
Dec 2008 to Sept 2009
Designation

:
Data Entry Operator. 

Hierarchy

:
Reporting to Manager.
·  Posting of day to day transactions.
Academic record:
.
· B.com (Bachelor Degree in Commerce), Goa University April 2008.
· HSE (Higher Secondary Education), Goa Board March 2005.
· S.S.E ( School Secondary Education), Goa Board March 2003
Languages Ability:
· English
(Write, Read & Speak)

· Marathi
(Write, Read & Speak) 
· Hindi

(Write, Read & Speak)

· Konkani
(Write, Read & Speak)
Computer Literacy:
· Good working Knowledge in MS Office (Word, Excel)

· Tally 9.
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