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Prashansa.344728@2freemail.com 
	Personal Details


Date of Birth

:
30-October-1986

Marital Status         :         Married.
Languages Known
: 
English, Hindi, Marathi and Basic French.
Hobbies

:
Reading, Writing and Travelling.

Nationality

:
Indian.
	Career Objective


To seek a suitable position in an organization that utilizes my experience and knowledge to the maximum and provides opportunities to exploit present skills and continuously develop new ones and in turn be an asset to the organization.
	Profile


Self-motivated, confident and articulate communicator highly organized with administrative multi-tasking & time management skills. Have ability to maintain high standard of work under pressure and willingness to learn.

	Professional Work Experience


Daemar Contracting LLC

Administrative Department

Position: Secretary to the General Manager

January 2016 – January 2017.

Profile & Responsibilities:

· Handling daily Calls and Walk-in.

· Maintaining and updating files for easy access to data requests.

· Sending Correspondence Emails.

· Preparing LOI's, Quotations, Payment Certificates & Monthly Invoice.

· Managing the monthly pantry and stationery stocks.

· Assisting the purchase Department by sending inquiries to suppliers for various items and getting the quotations, preparing price comparison summaries and statements, LPO's. 

· Serve as a central point of liaison with other departments. 

· Keeping a record of received Invoice's and DO's.
· Document Controller.
· Handling daily Cheque payments and keeping a track record of it. 

Dubai World Trade Center- Dubai

Exhibition Department: CABSAT Post-Production Conference

Position: Administrative Assistant to the Director of Exhibitions

February 2015 till March 2015

Profile & Responsibilities:

· Handing Calls- Promoting the CABSAT Conference and getting delegates from all over the world to register and attend.
· Handling financial transactions. 
· Maintaining and updating files for easy access to data requests.

· Handling all office correspondence and information with discretion and confidentiality.

Obox Pvt Ltd- India

Process: Star Tour pvt Ltd.

Position: Executive Customer Service and Sales Executive.

June 2012 till July 2013

Profile & Responsibilities:

· Handling calls- information on holiday destinations and visa assistance.

· Promoting a cooperative relationship with other departments, external clients. 

· Handling all office correspondence and information with discretion and confidentiality.

· Maintaining and updating files for easy access to data requests.

· Answering, phone calls as per standards set by the company.

· Handling multiple responsibilities and solve problems 

· Ensuring the schedule of appointments and tours are prioritized.

· Ensuring that proper documents are prepared.

· Execution and follow up on projects 

· Handling complaints of passengers.

Cornerstone Foreign Language Institute- India

Position: English Teacher and Front Desk Counselor

May 2011 till May-2012


Profile & Responsibilities:

· Handling day to day administrative work.
· Handling inquiries and fee structure for walk-in's and inbound inquiries over phone. 
· Maintaining faculty and student files.
· Coordinating with faculties and students on day to day basis.
· Financial book keeping.
· Preparing study materials and assisting as an English trainer.
· stationery and pantry supplies.

Cornerstone Foreign Language Institute- India

Position: Receptionist and Front Desk Counselor

May 2009 till May 2010

Profile & Responsibilities:

· Handling day to day administrative work.
· Handling inquiries and fee structure for walk-in's and inbound inquiries over phone. 
· Financial book keeping.

Career Boosters- India

Position: Front Desk Receptionist 

March 2007 till Dec 2008

Profile & Responsibilities:

· Handling day to day administrative work.
· Handling inquiries and fee structure for walk-in's and inbound inquiries over phone. 
· Counseling enquiries on different study packages and converting them into sales.
· Financial book keeping.
· Coordinating with faculties and students.
· Distributing courier.
· Document controller and stationery stock.
	Educational Qualification


	Academic Year
	Examination
	Institute

	2011
	HSC
	National Institute of Open Schooling.

	2002
	SSC
	National Institute of Open Schooling.


	     CERTIFICATION AND TRAINING


	Diploma in Computer Applications

	Executive Secretarial Skills - Nadia Training Institute


	


