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Gulfjobseeker 

Member CV No 401414
Office Admin – Front Office

Visa Status: Visit Visa

Nationality: Indian, Born 27-July-1998, Married
Cv401414@gulfjobseeker.com 
 

PROFILE
Adept at encouraging more business through meaningful engagement and a commitment to managing guest and client relations. Committed to maintaining a positive attitude while delegating front office duties to ensure smooth operations. Maintained an updated database of guest check-ins, checkouts, and fees.
PERSONALITY TRAITS
· Communication and negotiating skills.
· Hard working and Disciplined.
· Excellent team player with good communication skills.
· Flexible with good coordination and presentation skills.
· Teamwork.
EDUCATION
St. Joseph Degree college name, Mysore, India




Pursuing
Bachelor of Commerce, Accounting
Sadvidya Semi Residential PU College, Mysore, India



2013
Secondary Education in Commerce – Computer Science
St. Joseph High School, Mysore, India





2011
Schooling in Science & Mathematics
PROFESSIONAL EXPERIENCE
EIO Healthcare, Mysore, India

Front Office Admin





Feb 2019 – July 2021



Roles and Responsibilities

· Answer and direct phone calls, Organize and schedule meetings and appointments, Maintain contact lists.

· Produce and distribute correspondence memos, letters, faxes and forms, Assist in the preparation of regularly scheduled reports

· Develop and maintain a filing system, Order office supplies, Book travel arrangements, Submit and reconcile expense reports

· Provide general support to visitors, provide information by answering questions and requests. Research and creates presentations, generate reports, Handle multiple projects.

· Prepare and monitor invoices. Develop administrative staff by providing information, educational opportunities and experiential growth opportunities.

· Ensure operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.

· Maintain supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Maintain professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Contribute to team effort by accomplishing related results as needed.

· Carry out administrative duties such as filing, typing, copying, binding, scanning etc. Organize travel arrangements for senior managers.

· Write letters and emails on behalf of other office staff. Book conference calls, rooms, taxis, couriers, hotels etc. 

· Cover the reception desk when required. Maintain computer and manual filing systems. Handle sensitive information in a confidential manner.

· Take accurate minutes of meetings. Coordinate office procedures. Reply to email, telephone or face to face enquiries.

· Develop and update administrative systems to make them more efficient. Resolve administrative problems

· Receive, sort and distribute the mail, Answer telephone calls and pass them on. Manage staff appointments. Oversee and supervise the work of junior staff.

· Maintain up-to-date employee holiday records. Coordinate repairs to office equipment. Greet and assist visitors to the office. Photocopy and print out documents on behalf of another colleague.

Ekcel Academy, Mysore, India

Office Administrator





May 2017 – Jan 2019
Roles and Responsibilities

· Handling correspondence.

· Preparing statistics and handling data, such as attendance figures, results in analysis.

· Helping with course approval and evaluation activities. 

· Handling relations with parents, students, employers, and the community. 

· Providing administrative support to an academic team of lecturers, tutors or teachers. 

· Manage the student life cycle from registration/admission to graduation/leaving.

· Deal with queries and complaints procedures.

· Coordinate examination and assessment processes.

· Use information systems and prepare reports and statistics for both internal and external use. 

· Producing high-quality documents, spreadsheets, and presentations for internal and customer-facing needs using MS Office suite.

· Performing general office duties, including answering multi-line phone systems, routing calls, delivering messages to staff, and greeting visitors.

· Training new employees on administrative procedures, organization policies, and performance standards.

· Drafting official memos, letters, and marketing copy to support business objectives and growth.

· Preparing and submitting detailed capital expenditure reports.

· Handling office tasks, such as filing, generating reports and presentations, setting up for meetings, and reordering supplies.

· Making travel arrangements, such as booking flights, cars, and making hotel and restaurant reservations.

· Using computers to generate reports, transcribe minutes from meetings, create presentations, and conduct research.

· Implement and monitor programs as directed by management, and see the programs thought out completion.

· Maintain office supplies by checking inventory and order items.

· Managing CRM database, including troubleshooting, maintenance, updates and report generation.

· Supporting the students throughout the admission process by answering their queries and helping them to complete the admission process.

· Participating in educational events, college fairs, information sessions, and recruitment activities as a representative of the academy.

· Handling grievances to preserve the academy’s reputation.

· Constant review of the admission funnel.

· Explain admission procedures and courses offered to the prospective students and their parents through phone calls, emails, and face-to-face meetings.

· Maintain the target metrics by converting prospective students into confirmed admission and succeed in achieving the performance goals.
Awards
· I have been awarded as Best employee of the year 2019-2020.

· Received an appreciation letter for accurate minutes of the meeting.

· Received an appreciation letter for achieving the sales target for July 2018.

· The exceptional support to the clients for a lead generation database increased the overall efficiency by 30%.

Technical Skills
· Demonstrated ability to use Microsoft Office applications

· Creating and managing spreadsheets

· Researching online information for providing support to different departments

· Able to repair minor faults in office machines, printers, and scanners

· Unique ability to prepare and present seminars using PowerPoint and multimedia tools

· Creating and working with databases using Microsoft Access

· Understanding of mail merges, macros, and pivot tables

· Know-how of Google Docs, Drive, and Calendar

· Graphics software such as Photoshop

· Adept at using social media to create and maintain the company’s presence

· Knowledge of Dropbox, Salesforce, and Raisers Edge

· Proficient in using the Internet. Email and search engines

· First-hand experience in resolving minor troubleshooting issues on personal computers and laptops

· Profound knowledge of converting paper data into a computerized form, keeping integrity intact

· Using data entry software and performing data entry tasks with accuracy and precision

· Ability to handle and interpret complex accounting data using various accounting software

· Calculating mathematical functions to provide support for different budget documents

LANGUAGE SKILLS 
Kannada – Mother tongue
English – Excellent speaking, reading and writing
Hindi –Speaking, Reading
REFERENCE
Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com
+971504753686 freecv@gulfjobseeker.com 

