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Career Objective                                                                                                  
Intending to pursue a long term career in an organized sector. Discovering best talents skills & abilities & applying them where they will make the most active contribution through working hard with enthusiasm.Good communication & Interpersonal skill, a quick learner & flexible in team environment.
Summary    
Strong communication, interpersonal, and multi-tasking skills
Experience of handling front office

Ability to handle customer’s inquiries and complaints professionally
Ability to handle multiple calls at a time
Professional Experiences
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Since Dec’15 till Date

Topworth Group of Companies as Front office Executive

                                                                              Key Deliverables-

· Handling incoming & outgoing calls.

· Handling the visitors.

· Booking Meeting Rooms and conference
· Handling and taking care of medicine and stationary products.

· Checking mobile bills of employees and processing them

· Checking of courier bills and processing them
· Answering the calls and enquiring walk in people in a legitimate manner and transferring to the concerned person or department.

· Connecting external calls like STD, ISD & local calls.

· Checking housekeeping presence & to ensure the cleanliness of reception area, meeting rooms and the conference room is maintained
· Hotel Booking Of the employees.

· Booking of Airline Tickets domestic as well as international.

· Handling Cash and keeping all records
· Looking after the attendance of employees

· Sending and receiving mails

· Schedules interviews and coordinating with the candidates

· Looking after incoming and outgoing couriers and keeping its record.

· Conference booking

· Co-coordinating with Vendors

· Preparing reimbursement expense
Achievements:
· Handled heavy emails

· Handled major calls more than 200
Highlights

· Multi line phone system expert         

· Documents Management

· Administrative support

· Strong interpersonal skills

· Vendor coordination

· Data entry

· Microsoft office suite
Professional Experiences
Since Jan’2015 to Dec’2015
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Dachser India Pvt Ltd(International Logistics)as Front office Executive/

          Executive Operations Air Exports
Key Deliverables -
· Handling incoming & outgoing calls.

· Handling the visitors.

· Booking Meeting Rooms and conference.
· Handling and taking care of medicine and stationary products.

· Removing monthly report attendance of employees.

· Answering the calls and enquiring walk in people in a legitimate manner and transferring to the concerned person or department.

· Connecting external calls like STD, ISD & sometimes local calls.

· Checking housekeeping presence & to ensure the cleanliness of reception area, meeting rooms and the conference room is maintained.

· Updating employee contact list.
· Hotel Booking Of the employees.

· Booking of Airline Tickets of the employee.

· Looking after incoming and outgoing couriers and keeping its record.

· Checking of FedEx bills.

· Looking after the attendance of employees
· Sending and receiving mails.

        EXECUTIVE OPERATIONS-

· Updating shipments of Sea & Air in ORM system
· Updating of DSR in system.
Professional Experiences
Since Oct’2013 to Dec’2014
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Birla sun life insurance Company as Front office Executive 
Key Deliverables -

· Handling incoming & outgoing calls.

· Handling the visitors.
· Booking Con Calls.

· Booking Meeting Rooms and conference
· Handling and taking care of medicine and stationary products.

· Taking monthly report attendance of employees.

· Answered phone, determined caller’s needs and routed to the appropriate person/department
· Connecting external calls like STD, ISD & sometimes local calls.

· Checking housekeeping presence & to ensure that cleanliness of reception area, meeting rooms and the conference room is maintained.

· Updating employee contact list.

· Making entry of the visitors in netex system & maintain their record.

· Distributing Sodexo coupon to the employees

Professional Experiences

May’2012 to Sep’2013

Fernandes & Sons Real Estate Agency (GOA) as Office Assistant
Key Deliverables-

· Checking Bill

· Maintaining Attendance 

· Attending telephone Calls

· Sending and receiving courier and keeping record

· Typing Letters
Technical Skills:

Certified course of MSCIT 2011(Maharashtra State Certified Information Technology)

· MS Word

· MS power point

· MS Excel

· Outlook
· Internet
Scholastic:
· S.Y.BSC Year 2013
· HSC Year 2011
· SSC Year 2009
