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Deepa
Deepa.247901@2freemail.com 
 

WORK EXPERIENCE:

1. Worked as Executive Admin  in Clasticon Solutions Private Limited from October  2006 to June 2015.   

Job Responsibilities:  

 ♦  Accounts and Cash handling

 ♦  Telephone Handling

 ♦  Payment followups with the Client

 ♦  Taking care of Quotations, Invoice and Purchase Order approval

 ♦  Managing the total Office Administration

2. Worked as Executive Admin  in Gem Infotech Systems Private Limited from February 2005 to September 2006.   

Job Responsibilities:  

 ♦  Counselling the Candidates

 ♦  Handling the field persons

 ♦  Taking care of Quotations, Invoice and Purchase Order approval

 ♦  Managing the total Office Administration

3.
Worked as FRONT OFFICE EXECUTIVE  in Marc Sanitation (P) Ltd. from September 2004 to January 2005

Job Responsibilities:

♦ Coordinating with Service Engineers to take immediate action on customer’s 

   Complaint (product defect.)

♦ Scrutinizing field staff reports and Expense statements and reporting the same to                                                               

    Management.     

♦ Coordinating with  distributors, collecting the sales figures, preparing the sales chart

    and reporting the same to the management and also sending quotations to customers,

    maintaining the stock positions in hard & soft copies.

4.
Worked as DATA CONVERSION SPECIALIST in HTC Software Development Company for one year. (August 2003 to July 2004)

5.
Worked as  FRONT OFFICE EXECUTIVE  in Epomin Industries (P) Ltd. for two years. (July 2001 to June 2003)

Job Responsibilities:

♦ Managing telephone lines with EPABX.

♦ Maintaining Inward and Outward Registers.

♦ To work with Fax, E-mail and Internet.

6.
Worked as a SERVICE CO-ORDINATOR  in Ganeshwar Enterprises (IFB Franchisee) for two years. (June 1999 to June 2001)

Job Responsibilities:

♦  Attending Customer calls in respect of product defect.

♦  Co-ordinating with Service Engineer  to take immediate action on customer’s 

     complaint (product defect.)

♦  Getting customer’s feedback from the Service Engineers and the same has to be reported 

     to the management.

♦  Make proper accounting of spares in the register.

Educational Qualification:                B.Sc (Maths) in Madras University

                                                             M.A. (Public Administration) in Madras University

  




 (Discontinued)
Technical Qualification:                    English Typewriting – Lower Grade

                                                             Honours Diploma in Network Centered Computing

                                                             (HNC) in NIIT.  

Languages Known:                            Can speak & write – Tamil, English

                                                             Can speak – Malayalam

Exposure to Computer:                                                            

	Operating System
	Language
	Package
	RDBMS
	Network

	Ms-Dos, Unix
	C++
	Ms - Office
	Sysbase
	Lan, Internet





