
	[image: image5.png]


Sana 
Admin / Receptionist Professional
E-mail: sana.383173@2freemail.com

	


	

		



	Enthusiastic, Dynamic and Goal-oriented professional equipped with 6+ year’s record of delivering key significant contributions towards companies’ continued business growth. Demonstrated robust competency in directing a wide range of duties in domains of Process Database Manager, Administration Head, Teaching Coordination, General Administration and Customer Service.; Displayed efficiency in providing support in      managing and coordinating office administrative functions such as preparation of letters, memos, faxes and other correspondence, keeping a record of staff contracts, stationary management, travel arrangement etc. Demonstrated ability to multitask, prioritize job responsibilities, perform well under pressure, and maintain strict confidentiality of company records and surpass performance parameters. Desirous for continuous learning with excellent analytical, problem-solving, decision making, organization, coordination, time management, communication and interpersonal skills. Seek a solid career foundation and good outcome within a growing organization that provides an opportunity for career growth and professional experience.


	STRENGTH & SKILLS


	· Gained 6+ years experience in diversified industry
	· Expertise in Gen. Administration & Front Office

	· Skilled in MS Office Application and Tally ERP 9
	· Strong Organization/Analytical & Problem-solving

	· Capability to deal with phone and email inquiries
	· Exemplary verbal & written communications skills

	· Ability to work under pressure and meet deadlines
· Possess Integrity, Creativity, Honesty & Teamwork
	· Capacity to handle pressure with ease & efficiency
· Receptive/self-starter/innovative thinking mindset


	

	

	



BSc  in Commerce (2 Years) – Sonawane College, Maharastra Board, India     
                  2010 – 2012 
	

	

	



Acme Skill India – Process Manager Database Management, India 

                May 2016 – Apr 2017 


Karma Foundation – Head-Administration Department, India


May 2015 – Apr 2016
Teaching Coordinator/Counselor – Raj Computer Academy, India


Apr 2012 – Apr 2015
	

	

	



	Receptionist
· Answer telephones and give information to callers, take messages, or transfer calls to appropriate department or individuals.

· Effectively manage all incoming calls, emails and re-routing them to relevant parties. Meet and greet visitors ensuring that they are signed in and inducted.

· Perform administrative support such as negotiating pricing agreements with vendors for equipment, supplies, printing services and office equipment maintenance under established guidelines; processes bills and invoices for payment.

· Administer general administration duties such as photocopying, filing & dealing with any inquiries at the reception. Perform data entry onto internal systems; ensure to report any problems to the office manager.

· Ensure that the reception area is tidy and clutter free. Monitored stationary stock and re-ordering when required. Mail newsletters, promotional material, or other information.
· Schedule and confirm appointments for clients, customers, or supervisors. Arrange conference, meeting, or travel reservations for office personnel. 

· Assist the Executive Director and other staff as requested. Provide administrative services for the Executive Director.
General Administration

· Greet visitors or callers and handle their inquiries or direct them to the appropriate persons according to their needs.

· Prepare correspondence, reports, forms, vouchers, work orders, and specialized documents related to the organizational unit to which assigned from drafts; proofreads materials for accuracy, completeness, compliance with departmental policies, formatting, and correct English usage.

· Answer telephones and give information to callers, take messages, or transfer calls to appropriate departments or individuals.

· Manage paper or electronic filing systems, recording information, updating paperwork, or maintaining documents, such as attendance records, correspondence, or other material.

· Compose, type, and distribute meeting notes, routine correspondence, or reports, such as presentations or expense, statistical, or monthly reports.

· Set up and maintain appointment and meeting calendars, manage calendars and coordinate/schedule meetings; keep supervisor informed of commitment involving business or community functions.

· Create and edit PowerPoint presentations; and other duties and projects as assigned.

· Schedule and confirm appointments for clients, customers, or supervisors. Arrange conference, meeting, or travel reservations for office personnel. 


	

	

	



Acme Skill India – Process Manager Database Management, India 

                


· Effectively manage teachers and marketing executive. Responsible for their reporting base on their performance. Conducted seminars and meetings, administer monthly reporting through a PowerPoint presentation.

· Oversee the process improvement implementation process by working with managers, team members, and other employees to ensure that the plan is clear and can be applied quickly and efficiently. 
· Ensured that all employees are familiar with relevant procedural changes and oversee the training of staff and the creation of documents addressing new procedures and policies.
Karma Foundation – Head-Administration Department, India



· Oversee the administrative operations of a business. in charge of the department's day-to-day functions as well as supervising and supporting staff

· Supervised such management planning activities as job analysis, organization studies, workflow, and simplification of systems and procedures for, warehouse, accounting, and finance.

· Coordinated activities, exchange information, and resolve issues as well as to ensure timely implementation of objectives.
	

	

	


	


· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
· Basic knowledge in Tally ERP 09, Basic Photoshop, HTML & Fashion Design. 

· Attended training for SPA C Smart professional Accounting, Fashion Design and Beautician Course.

	

	

	



Nationality

:
Indian
Date of Birth

:
08th May 1994 

Marital Status

:
Single
Visa Status

:
Visit Visa
Languages

:
English, Hindi
Reference

:
Available Upon Request[image: image1.png]
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