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Dear Sir/ Madam,
I, undersigned, hereby take this opportunity to introduce myself to you.
Dynamic management career in General Administration & Operations. Excellent communicator with the ability to actively manage change.
A team player for the admin team, responsible for managing the operations pertaining to cafeteria management, security, billing, stationary inventory, office admin, housekeeping, etc. Interacting with different departments for executing the maintenance of office premises and enhancing the overall.
I am currently looking out for a challenging opening in your organization, in line with my qualification wherein I shall have the opportunity to wider functional exposure and undertake key initiatives in furtherance to the organizational goals.
I’m sure you will find my resume in par with my experience and I will find your most
Favored consideration for the proposed position
Looking forward to hear from you in respect of the same.
Enclosed along with is my resume for your perusal.
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Port Folio: Administration, Secretarial & Operations.
Career Objective: To nurture a challenging and rewarding career so as to learn and grow both professionally and personally and to serve an organisation offering advancement potential and an opportunity to be a contributor to the overall success of the organization.

Personal Skills &
Competences
· Team Spirit. 
· Good ability to adapt to multicultural environment. 
· Good communication skills gained through my experience. 
· Strong inter – personnel relationship. 
· Guest relations & customer service 
· Leadership. 

Work Experience
Pinstorm Technologies Pvt. Ltd.
Period: March 2014 to Till Date


Designation – Assistant Executive
· Job Responsibilities: 
· Front office 
· Drafting letters, Secretarial Dictation 
· Handling Annual Maintenance Contract (AMC) of company assets 
· Organizing corporate picnics, events. 
· Housekeeping Management. 
· Courier Management 
· Complete responsibility of all day–to-day administration and facilities. 
· Procuring Quotes for Purchases. 
· Involved in day to day admin related work. 

Academic
Qualification
· 2013 – T.Y.B.Com passed from The Mumbai University. 
· 2014 – Diploma in Executive Assistant 

Computer
Proficiency
 Windows 98, MS Word, Excel and PowerPoint


	Personal Details
	
	

	Date of Birth
	: 4th October 1992

	
	

	
	
	

	Nationality
	: Indian

	
	

	
	

	Marital Status
	: Single

	Religion
	: Roman Catholic

	Languages Known: English, Hindi & Marathi

	Hobbies
	: Travelling & Music

	References
	: Available On Request



