Dear  Sir/Madam

I am applying for the position of office adnministrator in your organisation.

I believe I am suitable for the vacancy in view of my work experience, knowledge and long term aspirations within administration.

Please allow me to explain briefly the contributions I would make to your company. For the last 2 years. I have been working in an administrative role at Cecco  an electrical contractors company, where my duties included document management, general clerical tasks, organizing meetings, monitoring colleagues work schedules, small scale cash dealings, HR operations       etc.

My achievement range from setting up effective administrative systems to team leading and complete office management. In short I believe I will bring efficiency, reliability and accuracy to your office procedures. Please refer to the accompanying CV to provide you with further details of my academic qualifications and skill sets.

I appreciate very much the time you have taken to read my application and I look forward to hearing from you or meeting you.


Yours sincerely:

Gopika . 
 Gopika.                                             [image: image1.jpg]





Email:  gopika.337580@2freemail.com 


To succeed in an environment of growth and excellence and earn job which provide me both satisfaction and self development and also to make a sound position in society. 



SNAPSHOT: A competent professional with qualitative experience in general administration along with experience of working in a fast paced and pressurized environment. A keen strategist and planner with skills in conceptualizing and effecting process initiatives to enhance efficiency. An effective communicator with excellent relationship management skills.

      AREAS OF EXPERTISE ADMINISTRATION:

· Coordinate office activities and operations to secure efficiency and compliance to company policies

· Supervise administrative staff and divide responsibilities to ensure performance

· Manage agendas/travel arrangements/appointments etc. for the upper management

· Manage phone calls and correspondence (e-mail, letters, packages etc.)

· Support budgeting and bookkeeping procedures.

· Create and update records and databases with personnel, financial and other data

· Track stocks of office supplies and place orders when necessary

· Submit timely reports and prepare presentations/proposals as assigned

· Assist colleagues whenever necessary

· Assists office staff in maintaining files and databases

· Prepares reports, presentations, memorandums, proposals and correspondence

· Assigns jobs and duties to office staff as needed

· Monitors office operations

· Schedules appointments and meetings for executives and upper level staff

· Serves as the go-to for office inquiries and conflicts

· Manages staff schedules

· Tracks office supply inventory and approves supply orders

· Assists in the preparation of department budgets and expenses

· Supervises all administrative personnel

  PERSONEL:

· Consistently striving for continuous improvement whilst ensuring a high level of professionalism. 

· Can work collaboratively and communicate effectively with team members at all levels. 

· Treating all hotel staff fairly, consistently and without prejudice. 

· Possessing an enthusiastic management style that keeps all staff engaged. 

· Logical, passionate and determined when approaching problems.
CAREER HISTORY:
Electrical Contractors Company – Cecco
OFFICE ADMINISTRATOR   (2014-2016)
Responsible for providing general administrative support to enable the smooth and effective running of the business. On top of this also involved in producing invoices, chasing up unpaid bills and making sure deliveries to customers arrive on time.

           ACADEMIC CREDENTIALS:

 2010-2014: B-TECH in Electronics and communication (FirstClass – 73%)

Lourde Matha College of Science And Technology

                                    2008-2012: HSC (First  class – 89%)             

                                           Govt.BHSS  Neyyattinkara

           TECHNICAL CREDENTIALS:

· Office Packages
:    MS Word, MS Excel, MS outlook and MS Power Point

· Basic knowledge in  java and Matlab.

· Basic knowledge in C++ , Html.
  PERSONAL VITAE:
· Nationality
           :
Indian

· Marital Status
           :
Married 

· Languages
           :
English  | Malayalam

· Visa Status
           :
Visiting Visa

· Age                             :           25
    REFERANCE

                 Furnished upon request

    DECLARATION

            I hereby declare that the above furnished details are true to the best of my

            knowledge and belief.

        Gopika.
