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VIDYA







	Industry
	Education and Administration
	

	
	
	E-mail
	Vidya.355966@2freemail.com 





 
	Administrator, Accountant and Lecturer


An experienced and capable administrator and lecturer with a proven track record in both teaching, administration and accounting. Over 4 years of experience in office management, call handling, inventory control, managing orders, handling accounts, trouble shooting and managing transport requirements. 

Over 4 years of extensive experience covering, developing and implementing new methods of teaching, organizing induction programs, collaborating on behalf of the university with commercial and public organizations and delivering lectures.

An enthusiastic and versatile professional with effective communication and interpersonal skills and the expertise to handle complex situations and multiple responsibilities at the same time.    
Core Competencies and Skills
· Ensuring office procedures and systems operate efficiently.

· Time management and prioritization.

· Attention to detail.

· Schedule coordination and efficiency optimization.

· Team player with Multitasking ability.
· Highly proficient in MS Office Applications and Tally ERP 9.
· Well versed in business correspondence.
· Customer service oriented, commercially astute with excellent communication.

· Delivering lectures, seminars and tutorials
· Developing and implementing new methods of teaching to reflect changes in research.
· Proactive team player with Good Leadership (Participative style) and motivational skills.
Career Profile
	 M/s Pristine Trends Pvt. Ltd India   
                                                                         April 2013 - September 2015
 Admin cum Accounts-Assistant
Key Tasks: 

Office administration
· Provide secretarial and administrative support to management and other staff

· Make travel, meeting and other arrangements for staff

· Coordinate the maintenance of office equipment.

· Purchase, receive and store the office supplies ensuring that basic supplies are always available.

· Prepare reports, memos, and documents.
· Manage both incoming and outgoing mail, faxes, and courier deliveries. 
· Code and file material according to the established procedures.
· Update and ensure the accuracy of the organization's databases.
Assist with financial management
· Prepare invoices and financial statements.
· Code and file financial material according to established records management procedures.
· Process accounts payable and receivables ensuring timeliness and accuracy of information.
· Prepare accurate bank reconciliations and deposits.
· Administer petty cash according to established procedures.
· Assist with financial reports as required.
Key Achievements: 

· Process enhancements to reduce time.


	Dr. NSAM First Grade College, NITTE, Karnataka India                                                          July 2009-March 2013

Lecturer – Dept. of Commerce and Business Management 

Key Tasks: 

· Delivering lectures, seminars and tutorials.

· Designing, preparing and developing teaching materials.

· Assessing students' coursework.

· Setting and marking examinations.

· Supporting students through a pastoral or advisory role.

· Writing up research and preparing it for publication. Supervising students' research activities.

· Completing continuous professional development (CPD) and participating in staff training activities.

· Carrying out administrative tasks related to the department, such as student admissions, induction programs and involvement in committees and boards

· Representing the institution at professional conferences and seminars, and contributing to these as necessary.

· Establishing collaborative links outside the university with industrial, commercial and public organizations.
Key Achievements:

· Developing and implementing new methods of teaching to reflect changes in research;

· Undertaken personal research projects and actively contributed to the institution's research profile;


	M/s Shri Maruti Trading Company, Mangalore, India                                                                June 2005- Aug 2007   

Office-Assistant
Key Tasks

· Maintain supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipt; stocking items; delivering supplies to work stations.

· Maintain equipment by completing preventive maintenance; troubleshooting failures; calling for repairs; monitoring equipment operation; monitoring and purchasing meter fund.

· Serve customers by backing-up receptionist; answering questions; forwarding messages; confirming customer orders; keeping customers informed of order status.

· Manage office correspondence.
Key Achievements:

· Enhanced organization reputation by accepting ownership for accomplishing new and different requests.


Educational Qualification

	Master of Commerce – Mangalore University, Specialization – HRDAM
Bachelor of Commerce - Mangalore University, Karnataka, India.



	DOB
	27  September 1983
	Nationality
	Indian

	Languages
	English, Hindi, Kannada

	Date of Expiry
	25  February 2020
	Visa Status
	Husband’s Sponsorship
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