Anjali                                                                                                                              

Email:   Anjali.337214@2freemail.com 
Brief Overview:

Highly motivated professional, with good interpersonal, communication & presentation skills and ability in liaising with people at all levels in the organization. Core Functional Strengths include;

            Executive Assistant/Secretary

            Admin   

            Customer Sales
            Office Administration

           Customer sales representative

           Media

BBM (Bachelor of Business Management) from Mysore University - 2012  

PUC in Commerce, St Joseph's Pre University College Madikeri- 2009

SSLC, St Joseph's Girls High School Madikeri-2007

Professional Experience:

Working as Front Office executive & CSR in Mantri Developers Pvt Ltd since oct 26th 2015
April 2015 - July 2015

Experienced as Executive Secretary Vivansaa Group

October 2013 - January 2015

Experienced as Executive secretary at Neera Labs Pvt.Ltd
September 2012- August 2013

Experienced as CSR at InfoTech (BPO)
September 2012- August 2013

Experienced as VJ at Kodagu Channel
Experience Summary: ____________________________________________________________________
Role as Front Office Executive:
·  Taking care of the day to day admin activities of the Organization.

·  Looking after the travel desk of the company with respect to ticket booking (Air, Rail, and      Road)

·  Taking Care of Attendance & Leave Application.

·  Maintaining proper checklist related to housekeeping activities to ensure upkeep of facility.

·  Giving training & induction to housekeeping supervisors & houseboys.

·  Coordinating with the vendors towards the food and snacks for the associate and provide    timely    service to the associates.

· Taking care of the pantry and ensure that the stock is maintained and served to the associates with hygiene and care.

· Takes care of the Office board in the absence of front office assistant.
·  Managing and assisting basic arrangement for client visit & Board Meeting.

· Procurement and Inventory management. Managing day to day purchases of office requirements, preparing purchase request order and getting approval, Maintaining inventory of stationary, Medicines, etc. and maintained the record the same.

·  Maintaining courier records etc.
·  All filing work drafting letters etc.

·  Prepare MIS.
· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.


· Focuses sales efforts by studying existing and potential volume of dealers.
· Submits orders by referring to price lists and product literature.

· Keeps management informed by submitting activity and results reports, such as daily call reports, weekly work plans, and monthly and annual territory analyses.

· Attracts potential customers by answering product and service questions; suggesting information about other products and services.
· Adjusts content of sales presentations by studying the type of sales outlet or trade factor.

·  Focuses sales efforts by studying existing and potential volume of dealers.

·  Submits orders by referring to price lists and product literature.

·  Keeps management informed by submitting activity and results reports, such as daily call reports,

· Weekly work plans, and monthly and annual territory analyses.

·  Attracts potential customers by answering product and service questions; suggesting information about other products and services.

·  Opens customer accounts by recording account information.

· Maintains customer records by updating account information.

·  Resolves product or service problems by clarifying the customer&#39;s complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or
· adjustment; following up to ensure resolution.

Role as Executive Secretary
· Act as a first point of contact by representing the company in a positive manner

· Provide customers and visitors with information on the company's services

· Assist managers and executives with scheduling appointments and events

· Manage travel and logistics details for staff

· Coordinate attendance of participants by managing complex schedules

· Take and record minutes of the meeting

· Independently sort mail and disseminate mail

· Act as liaison between departments to facilitate communication at the executive level

· Maintain inventory of office supplies and equipment

· Update executives on the status of important corporate clients

· Take staff meetings in the absence of executives

· Taking care of the day to day admin activities

· Taking care of travel desk

· Coordinating with the vendors towards food and snacks for the associates

· Handling Reception guest and associate calls

· Maintaining courier records etc

· Maintaining day to day purchase of office requirements,  stationary, medicines etc

· Taking care of the pantry etc

· Taking care of attendance and leave applications

· Answer phones and route calls to spesific people

· Schedule meetings and conference room

· Taking care of and issuing ID card etc

Role as Customer sales representative

· Attracts potential customers by answering product and service questions; suggesting information about other products and services.

· Opens customer accounts by recording account information.

· Maintains customer records by updating account information.

· Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.
· Maintains financial accounts by processing customer adjustments.Recommends potential products or services to management by collecting customer information and analyzing customer needs.Prepares product or service reports by collecting and analyzing customer information.Contributes to team effort by accomplishing related results as needed.

· Managing large amounts of incoming calls

· Generating sales leads

· Identifying and assessing customers’ needs to achieve satisfaction

· Build sustainable relationships of trust through open and interactive communication

· Provide accurate, valid and complete information by using the right methods/tools

· Meet personal/customer service team sales targets and call handling quotas

· Handle complaints, provide appropriate solutions and alternatives within the time limits; follow up to ensure resolution

· Keep records of customer interactions, process customer accounts and file documents

· Follow communication procedures, guidelines and policies

· Take the extra mile to engage customers

Application Package:

Tally 9, Excel, MS Office 2003/2007, Internet Applications.

PERSONAL PROFILE

Date of Birth

: 20/11/1991 

Nationality

: Indian.

Marital Status

: Single.

Linguistic Proficiency
: English, Kannada and Malayalam.

Reference                   :(will be provided on request)

DECLARATION
I declare that the information and facts stated herein above are true and correct to the best of my knowledge and belief.                                                                                                                                                                      
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