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Professional Objective
To get enrolled in an organization looking forward to encourage the growth and efficiency, by providing an opportunity to effectively apply and improvise my skills for the betterment of the organization and myself.
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SYNOPSIS
Post Graduate with Eight years of Administration Experience in Leading Inspection, Certification and Laboratory testing service. Proven track record in implementing cost savings measures to achieve substantial reduction in terms of consumables, energy & machine utilization. Managing day to day Operation in Office, Providing quality customer service, liaises with the customer & Statutory Bodies. Responsible to manage projects, produce reports, presentation etc. Comply the local legal & other requirements as applicable & follow the group HSE policies. A keen communicator with honed problem solving and analytical ability. Adroit at ensuring adherence to quality standards as per ISO 9001, ISO/IEC17025 & 17020.
Skills & Quality
· Time Management 
· Administrative Writing Skills 
· Networking & Relationship Building 
· Problem Analysis & Problem Solving 
· Creative Thinking 
· Documentation Skills 
· Cost savings 
· ISO 9001, ISO/IEC 17025 & 17020 
· Chemical analysis of iron ore 
· Handling back office operation 
Strength
· Self Motivated 
· Quick Learner 
· Work Under Pressure 
PROFESSIONAL EXPERIENCE
M/S  INDIA PVT LTD
(A Group Company)
June 2008 – Present
.
Job Profile
· Managing day to day operation in office. 
· Managing projects, produce reports, presentation & briefs 
· Organizing & maintaining files & records. 
· Planning & scheduling meeting and appointments. 
· Providing quality customer service. 
· Acts as the point of contact between management & internal/external customers. 
· Handle request & queries appropriately. 
· Liaise with the customers & statutory bodies if required. 
· Comply the local legal & other requirements as applicable & follow the group HSE policies, requirements etc. 
· Making travel & guest arrangements. 
· Working in professional environment. 
Notable continuation
· Actively participated in EIC Documentation & faced audits 
· Chemical analysis of iron ore 
Educational Qualifications
	M. Com
	Shivaji University, Maharashtra
	2009

	B.Com
	Goa University, Goa
	2007

	Higher Secondary School
	Goa Board, Goa
	2003

	SSC
	Goa Board, Goa
	2001


Computer Skills
MS Office, Tally 7.2
	
	
	PERSONAL DETAILS

	Date of Birth
	-
	30th September 1985

	Languages Known
	-
	English, Hindi, Marathi, Konkani

	
	
	

	
	
	

	
	
	

	Hobbies
	-
	Playing Indoor Games, Travelling.

	VISA STATUS
	-
	Visit Visa 


Yours Sincerely
