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SENTHIL

SUMMARY
· Two-year Experience as an Executive Administrative Assistant in General & Business Management
· Extensive Expertise in Office Maintenance, Word Processing, Reporting, Team Building, Sales, Cost Control, Customer Relations, and Ensuring Smooth Running of Daily Operations
· Adept at Communicating Effectively with Customers, Clients, and Staffs
· Proven Organizational, Team Management, Leadership, and Strategic Planning Skills
KEY SKILLS

Leadership/Team Management

Oral & Written Communication

             Cost Control/Budgeting

       Problem Solving

                  Organization/Planning

 Negotiation/Persuasion
 Reporting/Documentation
       Word Processing/Spreadsheets

Adaptability/Perseverance

Pressure Handling
     Office Maintenance
   Quick learner

EXPERIENCE
VISHVAS MANAGEMENT SERVICES, CHENNAI, INDIA


                     August 2014 – July 2016
Executive Assistant, In-charge of Hospitality and General Management Division               
    
CAREER GROWTH:
· Joined as an Executive Trainee and provided direct assistance to the CEO and learned business etiquettes
· Promoted as a Junior Executive Assistant and responsible for admin & general operations of the business

· Promoted as an Executive Assistant and held additional responsibility of business development
KEY ACCOMPLISHMENTS:
· Created Standard Operation Procedures for various departments which improved the overall efficiency by 20%

· Provided backup support to other departments which was admired by the management
· Analysed end-to-end customer experience of a hotel and identified “Top 3” key areas to improvise

MANAGEMENT/ADMINISTRATION:

· Handled business calls & emails, and accurately produced 5 daily and 3 weekly reports directed to the CEO
· Prepared business proposals, memos, invoices, reports, and financial statements for three client offices through word processing, spreadsheet, and presentation software such as MS PowerPoint
· Arranged agendas, scheduled hassle free appointments and meetings with business partners and clients
· Assisted Financial Controller to prepare monthly forecasts on budgeting/cost control and monthly P&L report

BUSINESS MANAGEMENT AND DEVELOPMENT:
· Created stringent deadlines for projects and cleared backlogs; resulted in over 90% client retention
· Increased the annual revenue of a client’s Hotel by 30% through tie-ups and negotiated deals with corporates, tour operators, B2B partners and online platforms

· Devised a feedback system that was approved by management and reduced customer complaints by 40%


EDUCATION
	Name of the Institution
	Course
	CGPA/Percentage
	Year of Passing

	Anna University, Chennai, TN, India
	Bachelor of Technology
	8.3 (83%)
University Rank Holder
	2014

	RMHSS, Mayiladuthurai, TN, India
	Higher Secondary
	88%
	2010

	RMHSS, Mayiladuthurai, TN, India
	Matriculation Board
	89%
	2008


IT SKILLS

· MS Office 2016(Professional) 
– 
Word, Excel (Advanced), PowerPoint, OneNote, Outlook, Sway
· Internet Literacy(Advanced) 
–
Email, Extranet Sites, Searching and Researching Information
· Blogs and Social Media (Basic) 
– 
Basic experience in managing Blog spaces & Social media platforms

· Touch Typing (Professional) 
– 
45 WPM
· Google Docs(Professional) 
– 
Can create, edit, access and manage docs
· Operating System(Advanced) 
– 
Complete working knowledge up to Windows 10 

· Storage System(Advanced) 
– 
Cloud and Hard disks - Back-Up and Restoring - Organizing   
· Photo & Video Editing(Adobe) 
– 
Level: Basic

PERSONAL DETAILS

Gender



:
Male
Nationality


:
Indian
Languages Known

: 
English - Read, Write and Speak – Fluent (Primary Medium of Education)

Tamil - Read, Write and Speak – Mother Tongue






Hindi - Speak - Basic
UAE Visa Status


:
Long Term Visit Visa - 03 Months - Expiring on Nov 2016
Marital Status


: 
Single

Location


:
Dubai, UAE

INTERESTS AND ACTIVITIES
· Reading Non-Fiction books
· Writing & Journaling
· Puzzle Solving

· Chess 

· Yoga and Meditation 
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