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PERSONAL SUMMARY
            A multi-skilled professional, well organized, with a quick learning curve and a great team player. Aspiring to join a challenging organisation that will enable me to utilize and develop my professional skills to meet the goals of the organization.
PROFESSIONAL SUMMARY
Administrative Assistant                                                                 06 Mar 2014 – 22 Sep 2016
Frenz & Company
Roles & Responsibilities: 

· Greeted and assisted visitors to the office

· Replied to customer queries.
· Printed, photocopied and scanned documents as required.

· Organised business travel and accommodation for managers.
· Raised purchase orders and filed invoices.
· Set up and coordinated meetings.

· Monitored stationary levels and ordered office supplies.
· Entered data accurately onto excel spreadsheets.

· Created monthly expense reports.
· Handled sensitive information in a confidential manner.
· Maintained the employee holiday and sick records

· Organised files and kept then updated

· Ensured office procedures and systems operated efficiently.

Technical Support                                                                            13 Feb 2012 – 04 Feb 2014
HatleyTechnologies
Roles & Responsibilities: 
· Helped clients with regards to technical issues
· Answered questions from customers and prospective customers about the features and capabilities of the company widgets
· Deployed and configured PCs and laptops
· Outlook configuration and support
· Troubleshooting and diagnosing software problems
· Installed software, configured and tested customer PC’s
· Worked closely with vendors to replace defective software
KEY SKILLS
· Web Design: HTML, CSS, Flash
· Multimedia Tools: Adobe, Dreamweaver

· Graphic Tools: Adobe Photoshop, Light room
· Office Tools: MS Word, Excel, PowerPoint, Outlook

· Excellent ability to meet deadlines and prioritize workloads.
· Excellent communication skills and ability to work independently
· Strong analytical and problem solving skills
· Able to work in settings where a high degree of discretion is required

· Willingness to learn new skills
· Proficient with windows OS and android OS
EDUCATIONAL SUMMARY
· Attended Four Semesters in Computer Engineering – VTU University (2007 – 2010)
· (HSSC) - Goa Board of Secondary and Higher Secondary Education – 2007.
· (S.S.C) - Goa Board of Secondary and Higher Secondary Education – 2004.
ADDITIONAL QUALIFICATIONS
· Course in graphical user interface(2005)
· Independent studies in web designing (2011 – 2012)
HOBBIES AND INTERESTS
· I like playing cricket and basketball

· I enjoy listening to music and watching movies
· Sketching

· Phone unlocking or rooting
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