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	Strengths

	· Excellent Management and Organizational skills
· Capabilities to Multi-task & meet deadlines
· Ability to take note Oral & Written instructions
· Adoptable to work within a team or Independently
	· Versed with MS Office and Basic Programming.
· Exemplary Verbal and Written communication skills
· Handle pressure with ease and efficiency
· Self-starter- Quick learner- Flexible personality
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Bachelor’s Degree in Science Specialized in Mathematics – Amravti University

1995 – 1998 
Bachelor of Law (LLB)
Subject: Criminal, Civil, Procedural Laws, Family Law, Property, Contact, Company etc.

Certified Course in Computer Programming (C.C.C.P)




        1999 
Maharashtra State Board Of Vocational Examination, Mumbai 
MSCIT - Maharashtra State Certificate in Information Technology



2003

Maharashtra state board of technical education 

Secretarial Course – SupremeComputer Institute, Dubai  




2005
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General Administration
· Provide general administrative support including mailing, scanning, faxing, copying and other clerical and administrative support to management and employees.
· Manage diary, schedule appointments, record minutes of the meeting, and organize details of travel and events, Knowledge of the organization set up and upholds confidentiality in all official transactions.

· Act as a point of contact on all administration matters, deal tactfully with all people.

· Communicate with internal departments as well as all third parties to exchange information, coordinate activities and promptly resolve issues.

· Open, sort and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records, reports and arrange travel itineraries for executives.

· Read and analyze incoming memos, present reports to find out its significance on various concerns and plan its distribution to the appointed unit for proper response.

· Provide high tolerance in attending internal or external customer queries, deal with clients and visitors and deliver support to the management or executive level.
· Create printed and electronic materials (e.g. databases, reports, forms, budgets, requisitions, brochures, agendas, minutes, etc.) for the purpose of documenting activities, providing written support and conveying information.

· Maintain inventories of supplies, equipment, and materials (e.g. ordering, organizing, monitoring, certifying & calibrating scales, Office keys, etc.) for the purpose of ensuring the availability of items as needed.

· Manage all kinds of administrative and clerical work efficiently, highly skilled in preparing correspondence including statements, forms, reports, presentations, applications and other documents.
Back Office Support
· Render support and administrative services for smooth functioning of organization. Provide prompt and effective working of employees by providing services.

· Arrange meetings, conferences and reports required, in some organization the work may also include making arrangements of accommodations for the clients and employees if required.

Cont’d

· Assist human resources department of hiring employees for the company and related matter.

· Prepare periodic performance reports for the management based on employees functioning also managing and supervising the working of employees.
· Conduct marketing research, document and report to the marketing department. Support sales staff in handling and documenting customer accounts.
· Arrange training and improvement programs for the new appointed employee and explain them about the policies of the company help them in problem solving related to work.

· Served as first point of contact and co-ordination between the employees of different departments in the company.
· Perform competitor product analysis and prepare reports. Prepare and reconcile customer balances. 

· Correct discrepancies in customer account balances. Provide inventory controlling staff in maintaining inventory records.
· Analyse various operations and assets of the company and recommend chance or give suggestions keeping in view the development of the company.
· Help front office staff in maintaining the office premises clean and neat. Assist front office in preparing, scheduling and organizing meetings, events and appointments.
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Assistant Lawyer 
· Keep cases organized by establishing and organizing files, monitoring calendars, meeting deadlines, documenting actions, inputting information into file database and case management software &confirming case status with attorney.

· Help develop cases by maintaining contact with people involved in the case, scheduling depositions, preparing and forwarding summonses and subpoenas, drafting complaints, preparing and filing discovery requests, preparing responses to opposing counsel &generating status reports.
· Support case preparation by preparing case summaries and materials for mediation conferences, preparing pleadings, monitoring and obtaining discovery responses, organizing materials for team case review.

· Enhance trial proceedings by organizing evidence, preparing exhibits, scheduling witnesses, ensuring that witnesses are ready when needed & taking courtroom notes.

· Responsible for carrying out duties in a legal setting under the guidance of attorneys, including giving legal advice, researching information for court cases, and presenting cases in court.

· Identify appropriate Laws, Judicial decisions, Legal articles and other materials for assigned cases.

· Organize and track files from case documents and make them available and easily accessible to attorneys.
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Assistant Lawyer 









       2002 – 2004 
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· Proficient in MS Office application (Word, Excel, Basic AutoCAD, UNIX, Email application & Internet).
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Nationality

:
Indian
Date of Birth
:
16th April 1977
Marital Status
:
Married
Visa Status
:
Husband Visa
Languages

:
English, Hindi, Marathi
Reference

:
Available upon request
Profile Summary��





Versatile, Dynamic and Goal-oriented professional offering formal education, valuable experience, skills and attributes for a solid career foundation in a progressive enterprise; Competencies to handle challenging roles in domains of Office Administration, Back Office Operation, Clerical duties and Customer Service. Capabilities to multitask, prioritize job responsibilities, perform well under pressure, and maintain strict confidentiality of company records, coordinate with third parties and surpass performance parameters. Possess enthusiasm, tenacity and initiative in achieving performance goals with admirable qualifications, excellent communication skills; planning, coordination, organization, time management, decision making, problem solving and ability to adapt manage in a high pressured environment. Currently seeks challenges and good outcome in a growing organization that provides opportunity for career growth, gained experience and industry knowledge that will have a valuable impact.





Educational Background��





Core Competencies��








Proven Job Role��








Previous Experience��








IT Skills��








Personal Details  ��
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