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· E-mail: Kanthi.94615@2freemail.com  

OBJECTIVES

· Seeking a challenging position within a reputed company, where I can utilize my skills, and experience to the optimum level to facilitate career growth along with the growth of the company.

PERSONAL & PROFESSIONAL PROFILE
· Ability to work under tremendous work pressure & meet with the dead-lines with ease and efficiency.

· Good Public Relations skills. 
· Excellent presentation skills (written & oral).

· Microsoft package (Word, Excel, Power Point), with basic computer maintenance and internet browsing.
· Strong customer service skills. 

· Ability to learn quickly and adapt to changing environments.
· Team player, with excellent inter-personal relations dealing effectively with people at all levels.
· Good communication and coordinating skills.
PROFESSIONAL EXPERIENCE
· Employer 
- 
BDO Chartered Accountants & Advisors

· Position 
-           Administrator / P.A to Partner

· Duration 
- 
May 2011 to present
Job Profile / Capabilities:

	· Lead and manage staff and the organization in administration related works.

· Preparing letters, presentations and reports.

· Maintain files and records.
· Maintain supplier accounts. 

· Maintain a comprehensive filing system. 

· Prepare new and existing employees’ personal information, track their attendance and time off.
· Ordering and maintaining stationery and other essential amenities.
· Managing Partner’s diary and appointments.
· Liaise with relevant individuals, external organizations etc to arrange meetings, prepare agendas, draft, type and dispatch correspondence on behalf of Partner.
· Arranging travel and accommodation for Partner & staff.
· Handling confidential information with highest degree of professionalism, executing company policies and objectives with highest ethical standards.



· Employer 
- 
Synovate FZC LLC

· Position  
-           Interviewer – Abu Dhabi Tourism Authority

· Duration 
-           October 09 to January 2011
Job Profile / Capabilities:

	· Interviewer
· Worked as Interviewer for Abu Dhabi Tourism Authority.

· Meeting the tourist at different locations in Abu Dhabi and taking the interviews with the travelers about their experience in Abu Dhabi.

· Taking the feedback, suggestions and complaints from the tourist and forwarding them to the concerned department.

	


· Employer 
- 
House Of Cars Group
· Position
            -           Office Administrator
· Duration 
- 
March 07 to September 2009
Job Profile / Capabilities:
	· Office Administration

· Manage all the administrative duties efficiently including correspondence, office communication and personnel matters. Manage the routine office management functions, deal with clients and visitors and maintain corporate relations. Provide support to the management on executive level.
· Arrange domestic and international flights for company staff that are travelling.
· Handle the first level of the interviews in the recruitment process. 

	· Respond to customer inquiries regarding prices, terms and conditions of service and provide customers with guidance quotes as requested.

· Attend to customer complaints and requests in a professional manner.

· Extend and confirm services in accordance with company standards and practices.

· Deal with multicultural clientele; resolve their complaints-queries through effective convincing.

· Regular follow up on customer feedback; develop excellent rapport with the same and ensure customer loyalty and retention. Maintain client relations and ensure customer satisfaction.

· Handle secretarial duties; arrange appointments with clients on behalf of the Managers & prepare response to incoming mails and correspond independently.

· Organize CEO’s schedule, meetings and appointments.

· Performed other duties as assigned by the management.




· Employer 
- 
Ivy Comptech (Party Gaming)
· Position
            -
Process Specialist    
· Duration 
- 
Feb 2004 - Nov 2006

Job Profile / Capabilities:
· Resolve all the escalated issues which a customer service representative cannot handle.

· Working with a team of 15 members, monitoring and maintaining quality standards.

· Preparing daily reports, day end pending and status reports to the clients.

· Pro actively identify potential areas of customer service representatives and help them to improve their quality and productivity of work, train them in the process related issues.

· Also take up team activities so that the team has good interaction and to know their views and over all help in the personality development of an individual.

EDUCATIONAL BACKGROUND

· Master Degree in Public Personnel Management in April 2005, from Osmania University, Hyderabad, India.

· Bachelor Degree in Arts from Bharat Degree College in the year 2001 from India.

· Intermediate from Wesley Junior College in 1998 from India.

· Schooling from Keys High School in the year 1996 from India.

MOTTO

· To work in a reputed management that could recognize the efficiency of the personnel.

· To reach the top most placement in my career by following the right way of success in life.

· To be sincere to my work & honest to the management and self. 

PERSONAL ATTRIBUTES

· I consider myself to be highly motivated and goal orientate, with good leadership and management skills. Customer satisfaction is something that I hold in very high regard,

· I continually strive to be the best in everything I do and constantly achieved over and above what has been asked of me through out my career, and strive to succeed in my professional life.

PERSONAL DETAILS

· Date of Birth
       ---


 26th June 1980

· Nationality
       ---


 Indian

· Religion                   ---                          Christian
· Marital Status          ---                           Married
· Visa Status               ---                          Husband’s Sponsorship
· Language known
      ---
                         English, Hindi, and Telugu 
· References               ---                         Available upon request
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