

[image: image2.jpg]



CV NO: 1533474
Summary :

[image: image1.jpg]Hefing yo tosearch st b & talent since 20021

XGulfjobseeker.com




Energetic administrator with 8 years experience in high-level executive support roles. Organized and professional. Dedicated and focused who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals. Seeking a role of increased responsibilities and authority. Adept at managing multiple projects with ease using expert time management methods. 

Highlights: 
· Microsoft office proficiency                                     * Strong problem solver

· Excel spreadsheet                                                      * Resourceful

· Result oriented                                                           * Dedicated team player

· Time management                                                     * Strong interpersonal skill

· Professional and mature                                            * Human resource management

Accomplishment:

Coordinated all department functions of the team of 75 plus employees. Planned and executed all aspects of a major office headquarter move. Developed office organization by enhancing more efficient filling system and customer database protocols. Received a merit raise for strong attention to detail, exemplary customer service and team player attitude.

Experience:

Administrator (June 2007 to July 2015)

Anna Ministries-Ubalanka, Andhra Pradesh.

Drafted meeting agendas, supplied advance materials and executed follow-up for meetings and team conferences. Designed electronic file systems and maintained electronic and paper files. Managed the receptionist area including greeting visitors and responding to telephone and in person requests for information. Planned meetings and preparedconfernce rooms. Wrote reports and correspondence from dictation and hand written notes. Maintained an up-to-date departmental organization chart. Made copies, sent faxes, and handled all incoming and outgoing correspondence. Facilitated working relationship with co-tenants and building management. Organized files, developed spreadsheet, faxed reports and scanned documents. Managed daily office operation and maintenance of equipments.  

Educational Qualification:

Secular: Post- Graduate (Berhampur University, Orissa) 
Theological: M.Div. (FBBCS, Kerala)

Technical: PGDCA

Languages Known: 

    ENGLISH 

    HINDI 

    ORIYA

    TELUGU

    and BENGALI

PERSONAL PROFILE:
Date of Birth   : 
24/09/1980 

Sex                  : 
MALE

Maritial Status: 
MARRIED

Nationality      : 
INDIAN

