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AMRUTHA 
AMRUTHA.374480@2freemail.com 

           ❖❖ ADMINISTRATIVE ASSISTANT ❖❖ 
          Bringing strong skills in performing secretarial tasks and exceptional proficiency in managing general office operations.
HIGHLIGHTS
• Passionate and extremely motivated individual with 2 year’s track record in administrative roles    at different organizations
• Highly skilled in providing routine and complex administrative support to office.
• Proven ability to gather data, compile information, maintain records and calendar, meeting requests and travel arrangements.
• Effective skills in scheduling appointments.
• Competent at managing databases and generating periodical reports.
• Proficient in liaising between the company and other agencies.
• Special talent for answering phones and greeting walk-in customers.
SPECIAL SKILLS
Technical
• Demonstrated ability to use office equipment effectively
• MS Office Suite including PowerPoint, Excel, Word, Outlook
• MS Project
• Internet and Email including Outlook
Communication and Interpersonal
• Ability to multitask and manage priorities effectively
• Demonstrated analytic and problem solving skills
• Good attention to detail and well hones stress management skills 
• Bilingual: English and Tamil
• Able to manage conference calls effectively
• Meticulous attention to detail

PROFESSIONAL EXPERIENCE
E-FAST PVT LTD– Kerala, India | Aug 2016 – Jul 2017
Administrative Assistant Cum Database Manager
· Schedule and coordinate meetings, appointments, and travel arrangements for supervisors and managers.
· Typed documents such as vehicles details, Quotations, Proposals, emails, and prepared weekly Reports for management.

· Typed Letters to Banks, Franchise Staffs, petroleum Companies.
· Opened, sorted, and distributed incoming messages and correspondence.
· Purchased and maintained office supply inventories, and being careful to adhere to budgeting practices.
· Greeted visitors and determined to whom and when they could speak with specific individuals.
· Schedule and coordinate meetings and events.
· Check the Supply Co Goods Issue Sheet then enter the details.
· Responsible for checking the cleanliness of office.

· Responsible for checking the office’s assets are in good condition.

· Photocopy and gather documents for allocation, mailing and filing.
· Handling of Petty Cash for operations department's use
MARKAZ INTERNATIONAL SCHOOL – Kerala, India | Jun 2015 – May 2016
Administrative Officer
· To provide secretarial, clerical and administrative support to the Headteacher, Deputy Headteacher, Senior Administrative Officer and other staff 

· Photocopy, distribute and filing of documents as appropriate.

· Copy typing documents for Head teacher and teachers.

· Take notes of meetings in staff meetings and when Head teacher meets parents, type up notes and distribute to relevant people. 

· Order stationery supplies for school by completing order forms and send to supplier, receive stationery and distribute.

· Ensuring right number of exam papers are available and prepare a list of pupils taking each exam.

· Admissions procedures for the nursery/school, by giving advice to parents and members of the public on admission criteria, collate applications for admission and monitor criteria being applied consistently. Also communicate with parents regarding the decision of the Head teacher.  Administer procedures relating to pupils transferring or leaving the school.

EDUCATION
SVS College of Engineering, Coimbatore, India | 2015
B-Tech in Electronics and Communication Engineering
Coursework: combines electronics engineering and Computer, Information and communication technology
 Zamorin’s HigherSecondary School, Kerala, India | 2011
Higher Secondary Examination (Science)
JOB DISCRIPTION

Performs administrative and office support activities for multiple supervisors. Duties may include fielding telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, and filing. Extensive software skills, Internet research abilities and strong communication skills.

Organize travel arrangements for senior managers. Monitoring stationary levels and ordering office supplies.  Writing letters and emails on behalf of other office staff. Booking conference calls, rooms, taxis, couriers, hotels etc. Handling sensitive information in a confidential manner. Develop and update administrative systems to make them more efficient. 
TECHNICAL SKILLS
Programming Languages:  C, C+, HTML, PHP (WEB Developer).
PERSONEL DETAILS

Nationality      
   :  Indian

Gender                               :  Female

Age & DOB                        :  23 & 12-12-1993

Marital Status        
    :  Married

  Date of Issue                    :  18-07-2017
Date of   Expiry                :  17-07-2027
Place: Dubai 
Date:                                                                                                                                                           
