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SHREEJA

Email Id: shreeja.315121@2freemail.com  

	Career Objective


Hands on experience in general administrative activities and facilities management across assignments. Efficient handling of complex situation in line with existing business trends and also making appropriate decision in the larger interest of the organization. Assumed responsibilities of supervisory nature in order to ensure round the clock efficiency in facility management and preventing failures from all spheres. Possess excellent communication, interpersonal & leadership skills.

To seek an opportunity that provides me a chance to utilize my skills, highlighting it for a prospective result of the organization.  To be successful in all competition of life.
	Academic Qualifications


	Sr.No.
	Education
	Name of Institute/University
	Year of Passing

	1
	M.A

Correspondence
	Mangalore University
	2011

	2
	B.A
	School of Social Work Roshni Nilaya / Mangalore University
	May-2009

	3
	P.U.C
	Madani PU Collage / Mangalore University
	May-2006

	4
	S.S.L.C
	N.S.B Govt High School / Secondary Board of Education, Mangalore
	March-2004


	Languages known 


English
:
Read

Speak

Kannada.  
:         
Read

Speak   

Hindi  

:           Read 

Speak

Tamil       
:


Speak

Tulu.                :


Speak

Malayalam      :


Speak

	Professional Experience


· Worked as a Front Office Executive in Amazing Homes. Bangalore, for a period of 1 1/2 years.  Sep 2009 to April 2011
· Worked as a Sales Trainee in Printers (M) Pvt. Ltd. Mangalore, (Deccan Herald Newspaper) for a period of 1 1/2 years. Aug 2011 Dec 2012.
· Worked as a Front Office Executive in Sanjivini Solutions Bangalore period of 4 months. Feb 2013 to June 2013

· Worked as a Senior Executive Admin (HR & Legal)  in Smart Spaces Pvt. Ltd     ( Damden Properties) Bangalore, August 2013 to  April 2014
· Worked as a Customer Relationship Manager in Ovion Lifestyle Pvt. Ltd Bangalore,  June 2014 to Present.
	Responsibilities


· Handling office accounts and office administration.
· Assist with all department administration duties.
· CRM (Customer Relationship Management) support data entry updates, downloads, report distribution and follow up.    

· Maintain records and statistical information. 

· Coordinate travel, coordinate special meetings and events, including company functions.
· Supervise administrative staff, and direct activities to meet daily and special project needs.

· Taking care of attendance at office.

· Handling calls.
· Maintain courier records.
· Follow up with clients for the payments.

· Looking after the basic needs of the company and employee in the office.

· Maintain the client files as per the business. 

· Supervise and coordinate activities of staff.
· Interview job applicants.
· Involved in staff training and development, preparation of job descriptions, staff assessments and promotions.
	Strength


· Ability to Learn Quickly 

· High Self confidence

· Flair and good in communication 
· Ability to work hard and independently 
· Good in Leadership
· Willingness to learn and problem solving abilities.

· Have the skills to handle the customer
· Have the skill of Training, Counseling, and Convincing candidates.
	Technical Skills.


· Computer Course
· Secretarial practice
· MS Office , (Word, Excel, HTML) , Internet 
	DECLARATION


I hereby declare that the particulars furnished are true to the best of my knowledge and belief
Place: Mangalore
Date:                                                   
