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	PROFILE SUMMARY


· More than 5 years of experience in administrative &co-coordinating
· Experience in managing Front Office as well as assisting HR

· Efficient at handling and prioritizing day-to-day tasks whilst responding to ad hoc requests

· An excellent communicator with strong problem solving, planning, presentation and people management skills

	CORE COMPETENCIES


· Project management skills

· Strong organizational, analytical, and interpersonal skills

· Creative and innovative writing ability, including proofreading and editing for grammar and punctuation

· Exceptional written and verbal communication skills

· Detail oriented

· Ability to multi-task and work independently

· Ability to interact with staff at all levels in a fast-paced environment

	PROFESSIONAL EXPERIENCE


EXPRESSO TELECOM GROUP, DUBAI                                                       Nov’14 – Mar’15
Office Receptionist (Temporary basis)
· To schedule and arrange for meetings, receive / make telephone calls as and when requested, receive the VP’s guests and undertake other related secretarial activities.
· File and archive all documents related to the VP and management team.

· Prepare for and organize all VP travel and related formalities.

· Supervising the reception area to ensure effective telephone and mail communications both internally and externally to maintain professional image.
· Supervising and coordinates miscellaneous administrative activities for the Office.
· Supervising the maintenance and alteration of office areas and equipment, as well as layout, arrangement and housekeeping of office facilities.
· Supervising the maintenance of office equipment, including copier, fax machine, etc.
JHM INTERSTATE HOTELS PRIVATE LIMITED, Gurgaon
Apr’11 – July’14
Office Coordinator
Basic Function and Scope:

Ensuring smooth operation of the office and administrative functions, as well as providing administrative support to the Managing Director.

Role:

· Screen incoming telephone calls in order to provide assistance or refer call to appropriate staff member. 

· Prepare typed copy (e.g., correspondence, minutes, memoranda, briefs, agendas, contracts, reports, etc.) from written or oral information in order to produce error free documents. 

· Data entry (e.g., investigations, evaluations, call signs, inventory, etc.) into a computerized tracking system in order to originate, update, reconcile, transfer and track data. 

· Research purchase options and/or payment information in order to purchase necessary supplies and equipment, complete forms, reconcile errors and ensure accuracy of document information.

· Greet visitors in order to provide assistance or refer to appropriate staff member. 

· Gather and summarize data for briefs, reports, and correspondence from computerized tracking system and manual files in order to provide accurate information. 

· Order office supplies, repair services, plaques and awards; tracks and picks up orders.

· Remain current on modern office and job-specific procedures through job-related training courses in order to apply appropriate methodologies. 

· Prepare various forms and requests (e.g., PARs, purchase requisitions, travel requests, etc.). 

· Schedule meetings and appointments for administrator/section personnel in order to ensure availability, prioritize schedules and avoid scheduling conflicts. 

· Prepare/distribute bulletins and newsletters regarding a wide variety of subjects. 

· Perform supervisory duties at the level established by Management for the position.

· Prepare internal and external correspondence, circulars and reports. Preparing drafts of documents as necessary, arranges for typing, finalizing documents prior to signature.

· Bookings for Flight & Train Tickets and Car Arrangements for the required travels.

THREEGRACES, New Delhi
Jan’09 to March'11
Front Office cum Admin Executive

Job Profile: 

· Handling all Front office related work

· Taking appointments

· Maintaining files/records, etc.

· Billings

	COMMANDING KNOWLEDGE OF THE FOLLOWING SOFTWARE APPLICATIONS


· Office Automation Tools:Microsoft Word, Excel, PowerPoint

· Operating System:Windows 1998, 2003, 2007, XP

	Educational qualifications


	EXAM/DEGREE
	YEAR COMPLETED
	BOARD/UNIVERSITY

	M.Sc. Psychology
	2013
	Annamalai University

	B.Sc.Psychology
	2011
	Annamalai University

	10+2
	2008
	CBSE, MANIPUR

	High School
	2006
	HSLC, MANIPUR


	PERSONAL DETAILS


· Date of Birth
:- 24/12/1989
· Gender
:- Female

· Marital status
:- Single
· Nationality
:- Indian

· Hobbies
:- Singing and watching movies
