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Seeking a position to utilize my skills and abilities in a company that offers professional growth while being resourceful, innovative and flexible.

MBA- Human Resource & Marketing with 3 Years of qualitative experience currently with the Z.A Builders and Developers as Front Office and Admin Executive. 

Company: Z.A Builders and Developers Bangalore 
Joining Date: 16th July 2012 
Resigning Date: 29th August 2015 
Department: Admin 


· Handle calls and Transferring to the concern department, Greeting Visitors and Making them to feel comfortable till the concern person meets, Handling Reception Area.

· Maintaining Records of Incoming and Outgoing Calls and Visitor’s Record.
· Handling petty cash for the day to day requirements of the company such as snacks, tea, and miscellaneous activities.  

· Maintaining and supplying stationery for the staff.
· Preparing Reports such as day to day expense and requirements reports and submitting to the director weekly basis.
· Preparing checklist of materials required at the construction site as per the company requirements.
· Preparing Quotations for the new projects under the guidance of engineers and accounts supervisor.
· Preparing MIS Reports and Presentations as directed by the manager.
· Maintaining staff attendance and monitoring the workers on site.

· Arranging staff meetings and Client meetings, arranging snacks or food as directed by the management for the meeting.

· 
	Course 
	University 
	Year of completion 
	Percentage 

	Master of Business Administration (MBA) 
	Bangalore  University.

Indian Academy Bangalore
	2012 
	61.3% 

	B.com 
	Bangalore University, 

Surana College 
	2010 
	53.6% 

	Pre-University Course 
	Pre-University Board, 

Acharya College 
	2007
	63.4% 

	SSLC 
	Karnataka Secondary Education Board 
	2004 
	72.9% 



· Operating System: XP, Windows 7
· Packages: Complete Microsoft Office (Word, Excel, PowerPoint, Outlook etc.) 
· Saral Pay Pack: Practical Training from HR House Bangalore on Payroll Processing (Indian) with Advance Excel and Practical exposure to the payroll software.

Company: Karnataka Power Corporation Limited (KPCL), Bangalore Karnataka
Title: Employees’ satisfaction level towards welfare measures provided by the company.
Project: A brief study on the satisfaction level of the employees towards the welfare measures provided by KPCL Bangalore.
A research carried over at KPCL Bangalore about the satisfaction of the employees towards welfare measures such as cafeteria, transportation, insurances, welfare activities, fire extinguishers, safety and security in the campus, etc. A survey with the sample questionnaire submitted to the 75 employees to know there suggestions which can help to improvise the welfare measures. The data was analyzed and a copy of report submitted to the company KPCL and Bangalore University.

· General Management: Excellent organizing skills, ability to achieve immediate & long term goals, Communication Skills(both oral & written), very good Team player – can work cohesively with any group; 

· Effective Communication with strong decision making power, 

· Presentation and good analytical skills etc… 

· Ability to successfully manage and complete multiple responsibilities 

A self motivated, dedicated professional, Constructive in thinking, creative in attitude, strong in professional ethics & cultural values.


Date of Birth

 : August, 18, 1988
Nationality

: Indian
Languages known
: English, Hindi, Kannada, Urdu.
Interests & Hobbies
: Browsing, travelling, and outdoor games. 
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