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SRINIVAS.86360@2freemail.com 
Secretarial Affairs/ General Administration/ HRD/ Industrial relations

SNAPSHOT 

· A result oriented professional with nearly 18 years experience in secretarial operations, Administration and HRD. 
· Presently working with DQ Entertainment International as Executive-Corporate Affairs in CEO’s Office.
· Proficient in handling day-to-day activities in co-ordination with internal/external departments for smooth business operations.

· Skilled at identifying future requirements, devising and implementing short term and long term perspective plans/ policies to achieve the organizational goals in respect of the field sales personnel.

· Attained expertise in managing all aspects of people management. 

· Adroit at handling large workforces at multilocations, maintaining peaceful & amicable work environment in the organization and initiating measures for the mutual benefit of the management & staff.

· Proficiency in planning, strategizing and implementing abilities with demonstrated success in handling HR issues as well as related administrative matters.

· Demonstrated skills in relationship management coupled with expertise in handling top & confidential correspondence with clients. Well versed with shorthand & typewriting.

· Strong analytical, problem solving & organizational abilities. Possess a flexible & detail oriented attitude.

CORE COMPETENCIES 

Secretarial Operations 

· Organising various functions and meetings. 

· Taking minutes at meetings.

· Answering, screening & making telephone calls on behalf of executive staff.

· Prioritising incoming correspondence, including letters, memos and emails.

· Filtering requests for appointments & arranging internal and external meetings and conference calls.

· Providing support to meetings including minutes and follow-up actions.

· Typing letters, reports, presentations and other documents.

· Coordinating filing and general administrative work for executive staff.

· Taking dictation using shorthand.

· Setting up and coordinating appointments.

· Maintaining & updating customer data of all sales executives, sales supervisors.

· Administering records of all incoming/ outgoing faxes, calls, etc.

· Relationship management with the client regarding payment of the invoice.

· Establishing a filing system.

· Fixing appointment for the boss after coordinating with the client.

· Preparing presentations for the client

General Administration 

· Overseeing the implementation of corporate policies in the organization.

· Implementing staff welfare policies with key focus on enhancing employee motivation.

· Ensuring effective utilization of funds in providing congenial work environment and basic amenities in the work premises.

HR/ Personnel Management

· Formulating & benchmarking functional best practices to focus on development of abilities to meet present and future goals and mission set by the organization. 

· Developing strategies for screening/ recruitment to combat high attrition rate, activities to retain talent. 

EMPLOYMENT PROFILE

Since Sep’07 at DQ Entertainment International (one of the world’s largest Animation Software company) as Executive-Corporate Affairs in CEO’s Office



Job Accountabilities: 

· Provisioning high level administrative & secretarial support involving efficient handling of personal files, phone calls, appointments, correspondence, E-Mails, filing work.

· Overseeing arrangement of meetings, trainings, seminars (internal/ external).

· Preparing agenda notes, confidential reports and various MIS reports for top management.

· Scheduling of appointments, organization of accommodation and conference/ presentation/ event arrangements.

· Maintaining statutory registers, records & books.

· Leading general administrative activities ensuring smooth operations.

· Managing a wide gamut of general administrative activities viz. cash management, payment collection, etc. 

· Handling PR activities ensuring positive company image in the market. 

· Liaising with vendors for procurement of necessary office items.

The Attainments: 
· Expertly monitored mails received from all over the world. Forwarding the same to the concerned for further actions.

· Prepared drafts, fixed appointments, conferences and arranged meetings.

· Oversaw general administrative matters, facilities management, public relations, management of office works, guest relations and travel arrangements. 

· Arranging visas to expats and correspondence with consulates.

· Looking after expats travel, stayal and other works related for their induction. 

Apr`91-Sep’07 at APSRTC, Salur as P.A to Depot Manager

Personnel Assistant to Executive Director (Engineering & IT)




Apr`02-Sep’07
· Expertly monitored files received from all over the branches of corporation.

· Prepared drafts, fixed appointments and arranged meetings.

· Oversaw general administrative matters, facilities management, public relations, management of office works, guest relations and travel arrangements. 

· Received appreciation for sincerity and outstanding performance in negotiations with unions in connection with their strike call.

Personnel Assistant to Deputy Chief Mechanical Engineer, Hyderabad



May`95-Apr`02


· Supervised preparation of corporation board notes, organization of negotiation meetings, preparation of minutes, telephonic calls, sending and receiving fax messages, general administration, guest relations, management of official work, placing of supply orders on fabrication firms.  

· Handled maintenance of all statutory registers, records & books.

· Provided assistance in finalization of tenders for Chassis procurement and bus bodies’ fabrication worth Rs.300 Crores. 

Personnel Assistant in Regional Manager’s Office, Vizianagaram




Nov`94-Apr`95 

· Efficiently handled all activities with relation to General Administration, Recruitment and Representations etc. 

· Handled Recruitment process of Drivers & Conductors during Nationalization of routes along with other Managers. 

Personnel Assistant to Depot Manager, Salur






Apr`91-Oct`94

· Successfully organized & conducted Union meetings and administered all activities related with preparation of Minutes, Appointments and Industrial Relations for up to 500 employees. 

· Adeptly managed office library, public relations, official activities, etc. 

ACADEMIC CREDENTIALS 

· Pursuing M.Phil in Public Administration from Annamalai University.

· Master in Public Administration from Osmania University in 1995.  

· Bachelors in Law from Osmania University in 1999.

IT SKILLS 

· Typewriting (lower in shorthand & higher in typewriting).
· MS Office.
PERSONAL DETAILS 

Date of Birth

: 18th January,1967 
