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CAREER OBJECTIVE

I am looking forward to work with potential and grow in synchrony in a challenging and dynamic environment, adding value to myself and contribute to growth and success of the organization. 


SUMMARY OF QUALIFICATIONS                           

Professional with 11 years working experience with leading brands of education industry. Always focused on providing the client and company with highest quality service and exceeding client expectations. 

Major strengths include strong leadership and communication skills, competence, team leading, ability to manage multiple assignments/tasks in a pressured environment, and a clear vision to accomplish company’s long term and short term goals.

CAREER EXPERIENCE

   

Services Pvt. Ltd.



             Feb 2006 – Till date 
Position: Executive Assistant to Director and Sr. In charge, Client Relations
· Identify and determine the scope of students profiles as per the entry requirement of Australian universities and GTE Checks.

· Handling team of 5 people. Imparting trainings for admission process.

· Interview the students for checking Eligibility.

· Maintaining records of Universities Agreements and Legal Documentation.
· Handling and scheduling visits of universities in offices across India.

· Monitoring and updating the student records in CRM.
· Handling enquiries from Sub Agents.
· Maintaining Website for Interviews Session held in Office from Universities.

· Follow up with Universities on call/emails for the students Admissions.

· Processing of Fee Drafts to get the Confirmation of Enrollment from Universities for the Students.

· Process visa files through E-lodgment (E-Visa).

· Maintain Visa files and upload them to Browser.
· Making Invoices through CRM and updating payment received.
· Make payouts for Sub Agents of their share of commission.

· Online e-filing of Govt. Challan & Returns i.e Tax Deducted at Source (TDS), Employees' State Insurance (ESI) and Employees’ Provident Fund (EPF).
· Maintaining and handling Petty Cash for day to day expenses.

Nexus IT Solutions Pvt. Ltd.                                                           Mar 2005 – Jan 2006 

Position: Office Assistant 

· Handling correspondence with existing and new clients independently.
· Taking phone calls for new enquires and complaints.
· Booking and renewal of Server Space and Domain for clients.
· Giving solutions to the complaints by clients.
· Maintaining attendance record of all staff.
· Prepare manual cheques as and when required.
M/s Lead-IA Commercial Ltd.



            Apr 2004 – Feb 2005
Position: Steno-Cum- Computer Operator
· Checking email and responding them accordingly.
· Maintaining office expenses and stock report in Tally.
· Taking dictation of office correspondence from M.D. and Director.
· Maintaining records of marketing staff.
SKILLS                                                                     

Trained on:

· Customer Relationship Management(CRM)

· Windows, XP Professional

· MS Office, Tally

· MS-Word, Excel, Outlook, Power-Point Internet and Scan Printing
· Operations and Training 

· Corporate Communications

· Strategic planning and prioritization

· Coaching at workplace and writing Feedback

· Team building and team working
· TDS E-filing
· Petty Cash handling
EDUCATION                              

	Degree
	Year of passing
	School / Institution

	B.A (Office Management & Secretarial Practice)
A.I.S.S.E (CLASS XII)

A.I.S.E. (CLASS X)

Diploma course in Computer Application
Typing/ Shorthand/ Stenography course
	
2004
2001
1999
2000

                 2006
	College of Vocational, 
Delhi University
Govt. Girls Snr Sec School
Kendriya Vidylaya, I.N.A 

National Computer Training Center (N.C.T.C.)
New Modern Commercial College




SPEED

· Shorthand: 80-100 w.p.m.
Typing:  50 w.p.m.

AREAS OF INTEREST                                                                                                                              

· Internet surfing
· Reading
PERSONAL DETAILS / OTHER INFORMATION
Date of Birth

: 
16-08-1984
Marital status

:    
Married
Languages Known
:       
Hindi, English.

Nationality

:           Indian



