RESUME
VASI .MBA

Email: vasi.315300@2freemail.com 
CAREER OBJECTIVE:

Seeking a challenging position of Administrative Assistant in a renowned company where I will be able to utilize my clerical skills and customer service experience to maximize the efficiency and help in the growth of the company.
WORK EXPERIENCE:

Working as an Office Asst. Administrator in SBTMC COMPANY AL-KOHLI GROUP (Kingdom Of Saudi Arabia) Present.
-Key in, check over, proofread and finalize letters, reports, statements, invoices, forms, presentations and further documents, from notes or Dictaphone, using computers.
-Maintain and arrange reports from manual or electronic files, inventories, mailing lists and databases.
-Process inward and outgoing mail, both manually and automatically...
-Photocopy and gather documents for allocation, mailing and filing.

Worked as an Office Administrator in HERO MOTO DEALER Corp. from Jan’2012 to Feb’2014.

-Send and take delivery of messages and documents electronic mail.
-Perform secretarial tasks for instance preparing invoices and bank deposits.
-Sort, process and authenticate applications, receipts, expenditures, forms and extra documents.


EDUCATIONAL DETAILS:

-Master BusinessAdministration (HR) from Kakatiya University 
-Bachelor of Commerce (B.Com) from KakatiyaUniversity.
-C.E.C from State board with 1st class.
-SSC from State board with 1st class.

SKILLS:

-Office management. 
-Administrative support.
-Diary management.
-Strong organizational, administrative and analytical skills. , proofreading and computer skills. 
-Ability to maintain confidentiality.
-Excellent working knowledge of all Microsoft Office packages.
-Ability to produce consistently accurate work even whilst under pressure. 
-Ability to multi task and manage conflicting demands. .

-Administer all aspects of general office coordination.
-Maintain office schedule to synchronize work flow and meetings.
-Maintain privacy in all facets of client, employees and agency information.

AWARDS AND ACHIEVEMENTS:


-Participation in other sports and cultural activities.
-Participation in Promotional activities at the University Fest.
-Organizing the University Fest.

INTERESTS:

-Internet Surfing.
-Gardening.
-Reading.

STRENGTHS:

-Hardworking.
-Man management skills.
-Problem solving abilities.
-Communication skills.
-Optimistic.

PERSONAL INFORMATION:
 -Riyadh (Kingdom of Saudi Arabia)
-Date of birth: 16/06/1989**
-Languages Known: English, HindiTelugu, Urdu&.Arabic (Basics)
