[image: image1.jpg]


SWAPNA
Swapna.237316@2freemail.com  

Summary

Skillful and dedicated Executive Assistant with extensive experience in the coordination, planning and support of daily operational and administrative functions in a highly confidential & large environment. I would like to utilize my earlier experience and knowledge by contributing to the progress and advancement of the firm.
Highlights

Microsoft Office proficiency
Database management
Well Spoken
Problem Solving Nature
Time management
Proper phone etiquette
Flexible
Hard Working
Accomplishments

· As a single point of contact played the role of Secretary to Director and Admin for 1500+ associates, I was able to bring good & systematic changes in the Administration. 
· Decreased cost by managing the stationery distribution to resources 
· Recognized for playing an active role in Companies Charity programmes and all the events. 
· Maintaining a good relationship with all the resources from Top to Bottom line. 
Experience

Trainee > VFS (GCC) LLC , UK Visa Facility Centre, Abu Dhabi, UAE (April 2012 to July 2012)
· Reporting to the Supervisor > UK Visa Application Processing, Database Maintenance, Helping out the Customers. 
Sr. Executive Assistant / Admin > iNautix Technologies India Pvt Ltd, (Subsidiary of The Bank of New York Mellon Corporation), Chennai (May 2007 to December 2011)
· Reporting to the Director, giving Secretarial support involving handling top & confidential correspondence, taking care of the Calendar, fixing Appointments, planning and prioritizing all 
incoming communications via email, phone, fax and filter as necessary. Managing the daily office and internal business affairs of the Director.
· Based on requirement I have supported the COO & CEO also. 
· Working independently, making decisions as appropriate with minimal supervision. 
· Comprehensive support to executive-level staff, maintaining a healthy relationship with the Senior Management and all the resources. 
· Arranging meetings, Video Calls and Conferences. 
· Preparing Agenda & Minutes. 
· Preparing & processing various other reports (Custodian of Resource DB, Workload Report & Head Count Report). 
· Handling day to day activities in co-ordination with internal / HR, Finance and other Departments. 
· Guest Relations, Hospitality, Travel and Hotel arrangements during foreign delegates visit. 
· Domestic Travel Arrangements, Coordinating the Team's Onsite Travel process with Travel Desk. 
· Taking care of the New Joiner's, Exit Formalities, Leave System, Attendance System, Shift Allowance Claims and Vendor Management. 
· Acting as a single point of contact for all the Admin requirements of 1500+ associates. 
· Allocate Seating & Coordinating with Infrastructure team on location Management. 
· Handling with huge amount of cash collection on various occasions. 
· Played Fire Wardens Role. 
· Participated actively in all the Charity Programmes and involved in Event Management for all Occasion. 
Secretary cum Office Assistant > De Penning & De Penning, Intellectual Property Right Firm, Chennai, India (February 2007 to May 2007)
· Reporting to the Patent Attorney > De Penning & De Penning is an Intellectual Property Right Company (155yrs old). 
· Providing Secretarial and Admin Support to the Attorney. 
· Legal Document preparation that has to be submitted at the Patent Court. 
Project Assistant > Indian Institute of Technology Madras, Chennai, India (October 2003 to February 2007)
· Assisting the Chairman > IIT Chennai one of India's best Technical Education Institute. 
· In my first job got the opportunity to assist the Chairman in Secretarial and Admin Activities. 
· Designing Pamphlets, Brochures etc for various Academic programmes, Custodian for Various data base, supported M.Tech & B.Tech admission programmes (from Advertisement to Admission process) and various other activities. 
· Maintaining Records 
Education

· MBA HR > TNOU, Chennai, India < I Class 
· Bachelor of Corporate Secretaryship (Commerce, Accountancy & Company Secretaryship > Madras University, Chennai, India < I Class 
Languages

· English(Read, Speak, Write) 
· Hindi (Read, Speak, Write) 
· Malayalam(Read, Speak) 
· Tamil (Read, Speak) 
Skills

· Diploma in Computers - MS Office (Excel , Access, Word, PowerPoint and good typing speed) 
· Diploma in Air Ticketing & Travel Management. 
Additional Information

· Like to update my knowledge to improve the standard of work that I m doing. 
· Volunteer myself in all the areas where I can be of assistance. 
· Had a good reputation in the previous Organisation with regard to my work and relationship. 
