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 Career Objective
· Dedicated and focused Administrative Assistant who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals . Flexible and hardworking with strong drive to succeed.
Professional Summary
· Over 3 years of Experience worked as an  Front Desk/Administrative Assistant.
· Ability to perform administrative and office support activities.
· Provide administrative/Secretarial Support for the department/division such as answering telephones, assisting visitors, and resolving and referring a range of administrative problems and inquiries.
· Able to handle incoming calls and requests..
· Computer expertise, with proficiency in all MS Office programs (Word, Excel, PowerPoint, Outlook and Access)

· Excelled in answering a high volume of   incoming calls from Clients and Customers. 
· Capable of handling Customers in providing service.

· Ability to Input data in an accurate and efficient manner.
· Verifies entered customer and account data by reviewing, correcting, deleting, or re-entering data.
· Experience entering data into designated database and forms.
· Able to handle large amounts of paperwork and data.
· Work within a busy office environment, and support office teams in order to ensure the smooth running of day-to-day activities.
· Proactively acknowledging the work and deliver quality results.
· Schedule and coordinate meetings, interviews, appointments, events and other similar activities for supervisors, which also includes travel and lodging arrangements
· Skills in maintaining records and writing the minutes of the meetings and corresponding with internal and external clients.

· Good  typing and note taking skills..

· Experience working on MS SQL Server.

· Involved in Inserting, updating, appending, analyzing, formatting the databases.
· Ability to quickly learn and grasp the issues quickly and provide timely resolution for the same.
· Good organizational skills with ability to meet strict deadlines.
· A team player with good organizational, analytical, leadership, training, interpersonal and communication skills with ability to meet strict deadlines.

· Possess excellent communication , writing and interpersonal and problem solving Skills.
· Flexible and  hardworking with strong drive to succeed.
· Experience working on Tally ERP on Accounting activities.
Skills

· Good Computer Skills : Microsoft Word, Excel, MS Outlook, PowerPoint. 

· Good typing and keyboard skills.

· MS SQL Server.
· Tally ERP 9
Professional  Experience

Administrative Assistant at Mangalore Interiors
       Interior design firm with expertise in residential, commercial and retail projects which offers comprehensive interior design services . Design is based on client's wishes ,needs, style  and aspirations.
Mangalore Interiors is authorized distributors for a number of brand name home interior & building materials . It deals with a wide range of products like Gypsum Board, Hilux Sheet , Bison Panel , E- Board, Armstrong , P.O.P Readymade cornices, G.I. Channels, False Ceiling Accessories, Interior and Civil Contractors.

Roles and Responsibilities :
· Manage the day-to-day administrative and operational problems.
· Managing & maintaining product & data information within company systems.

· Assisting in organizing promotional events

· Booking advertisement space with local newspapers.
· Attending networking events & promoting the company.

· Liaising on a daily basis with clients , customers and suppliers

· Involved in organizing planning and controlling exhibitions.

· Writing emails & then sending them to customers 
· Collate daily, weekly and monthly activity reports as required.

· Provide administrative/Secretarial Support for the department/division such as answering telephones, assisting visitors, and resolving and referring a range of administrative problems and inquiries.

· Established and maintains electronic records management system for all incoming and outgoing correspondence.
· Created a systematic and reliable computerized customer database.
· Schedule and  Coordinate meetings, interviews, appointments and events.

· Establish, maintain, and update files , database, records  and other documents develop and maintain data, and perform routine analysis and calculations .

· Sort, review, screen and distribute incoming and outgoing mail : prepare, compose and ensure timely responses to a variety of  routine written inquiries.

· Printing, maintenance and other services.

· Creates and modifies various documents using Microsoft Office.

· Coordinates meetings and conference calls as needed or anticipated.
Academics:
· Bsc(Computer Science), Canara College , Mangalore University, Karnataka, 2007, 63.4%

· 12th , Canara College , Pre- University Education Board, Karnataka, 2004, 65%
· S.S.L.C, NMPT, Mangalore, Karnataka Secondary Education Board, 2002, 83.68%
Personal Profile:

Date of Birth               
:
 26-05-1986 
Gender

:      Female

Marital Status
:      Married
Nationality                                        :     Indian

Languages Known                           :      English, Hindi
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