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Objective
To seek entry or middle level position in Administration & Facilities, Customer Services and related functions in a growing organization which not only expects me to contribute towards achieving the organization’s objectives but also provide opportunities to excel professionally
Profile

A passionate, dedicated, multi-skilled and enthusiastic professional who is Masters in Business Administration and have more than Two years of diversified work experience in the fields of Administration and Facilities, PR Dealing and Client servicing of high aptitude on detail orientation combined with professionalism and strong work ethics in workplace. I am proficient in using primarily MS Office and other computer applications.
Key Competencies / Skills

· Customer Service Skills

· Document Controller
· Business Correspondence
· Relationship Building
· Time Management

· Organizational Skills
· Handling Account

· Team Player

· Interpersonal Skills
· Business Development

· Handling Office Equipment
· Filing and Record Keeping
Professional Experience

FEDBY INFO SERVICES PVT. LTD – India (UK Based MNC Company)


APR 2011 to MAY 2013
Admin/Customer Service Executive
Responsibilities:
· Finds various solutions of the fund groups and guide our clients with a clear picture of the product
· Collects all the information about the Fund Company, Fund, Fund manager and all basic details of a fund. This helps our clients to view a complete report of the product
· Collects the data directly from source fund management companies
· Communicates with fund managers and clients of various countries like UK, Singapore, Dubai and Hong Kong, to obtain various data about the fund groups
· Maintains good rapport with our clients
· Analyzes different type of data quality reports and deals in handling the queries in an effective manner to produce quality output
· Calculates fund managers ratings, based on the fund performance
· Maintains weekly targets, and even additional targets if any
· Administration of routine business tasks on daily basis
· Preparing memos and circulating letters and other documents to relevant departments
· Maintaining and updating attendance, leave, courier dispatch and receipt registers
· Building professional relationship with clients and resolving any query on priority basis
· Maintaining administration reports for day to day activities
· Preparing POs and releasing same to the factory and completing order on time and dispatching it on time
· Maintaining updated ledger accounts and reconciling with vendors on routine basis
· Handling clients quires regarding consignment and provided material
· Ensuring payments of vendors via coordinating with accounts department
· Assisting in recruitment and performance analysis on monthly basis
· Procurement of office supplies and stationery
· Scheduling meetings, preparing and keeping record of necessary documents
· Enhancing image of the company by treating and making visitors comfortable
· Maintaining discipline and decorum at the reception area
· Keeping an updated register with visitors details
· Greeting guests, visitors and candidates and coordinate their visits and meetings
Academics and Professional Qualifications

Masters in Business Administration 



2013

Madras University
Bachelors’ of Commerce (B.Com)



2011

Meenakshi College for Women
Higher Secondary School Certificate



2008

St. John’s Hr Sec School
IT and Computer Skills

Proficient with the use of Microsoft Office Tools (Word Processing, Spread sheet, PowerPoint, Excel) and other computer applications

Other Personal Details
Date of Birth

: 10th December 1990
Marital Status

: Married
Country of Residence
: India
Languages

: English, Malayalam, Hindi, Tamil

Nationality

: Indian

Availability

: Immediately (On a Visit Visa)

