	(Full name)
Permanent Adds : 
Contact no.      :              

E-mail              :   

Experience        : (No. of years) 
Notice period    : 00 days / months                                         


	CAREER OBJECTIVE


 To work in an organization or company where the acquired new knowledge can be enhanced and sharpen skill by putting the best efforts for achieving organizational & individual goal to bring in my strong work ethics and my professional attitude.
.
	 WORK EXPERIENCE (From 2008 To 2014)


3 year               
_____________ Limited
            Associate (Administration)
1 year                                       ____________Facility Ltd.                                Facility Officer
1.6 Year                                   _______________                               Executive, Administration
	SYNOPSIS


·  Graduation & Diploma in “Office Management”.

· 3 years’ experience in ______________ Ltd.(State Plant)

· 2 years’ experience in ______________ as executive of membership & programme coordinator 

· Good  Knowledge of SAP (  FI Module & MM ) and CRM
· Responsible for providing an efficient, professional and administrative officer services to Sr. Manager & superiors to facilitate & the efficient operation of the office.
· Ability to priority work flow, worked independently and meet deadlines
· Coordinate in programmed, training, booking accommodation or travel for visitors. 

· Outstanding organizational skills (time management & follow-up) 

· Good Knowledge of Handling Transportation and its bill handling process.
· Good knowledge of handling task & supervision of housekeeping Contractual workmen.
·  Supervision of administrative services within office.
· Good Knowledge of Microsoft Office tools & Outlook Express.

· Knowledge of Software Installation, installation & Maintenance.

	JOB RESPONSIBILTIES


·     Bills handling, proper checking, make SES through SAP System & update Provisions.
·  Make payment to vendors and coordinate in budget preparation.
· Arranging travels & accommodation for visitor & employee.
· Arranging training & coordinate with trainer for new staff & delegates.
· Liaising with service providers and maintaining excellent professional relationship.
· Supervision of housekeeping, and Time office.
· Coordinate with transporter & Vendors.
· Maintain stock of office stationery & their purchasing. 
· Coordinate with vendors & arranging service to repair office equipments. 
· Resolve & Amendments of concerning transportation & customer issues.
· Monitoring all transportation operation & cost compression analysis.

· Developed systems to track the lorry system.
· Maintain Guest house Occupancy.

· Maintain the warehouse activities.
· Prepare MIS reports, Maintain Filing.
	WORK EXPERIENCE IN _________________ company


· Coordinate & supervision of External or internal programme or meeting events
· Handle petty expenses or programmed budget and update fund records.
· Arranging dates & venue

· Arranging refreshment or other requirement also monitoring programmed activities.
· Maintenance of membership directory  

· Coordinate in programmes

· Manage publication & their sale

· Look over all programmed structure & drafting

· Maintain attendance of the workers.

· Telephonic conversation with member

· Circulate letters and emails to member & maintain filing & records
	PROFFESIONAL TRAINING ATTENDED 


____ (no. of) weeks training at Institute of Engineering Technology, (Location) based on Administration work
	KEY COMPETENCIES & RESEARCH


· Participate in Kaizen
· Decision making skills
· Cost Saving, and cost compression analysis
·  control on inventory, Office Administration
· Analytical and problem solving skills
           Excellent analytical and communication skills, excellent team Player.

	​​IT SKILLS


Well versed with Office Automation (Excel, Power Point and MS Project) & Internet Applications, SAP (FI & SD) Environment, etc.
	PROFESSIONAL QUALIFICATION  


Two year polytechnic diploma in “Modern Office Management” from Board of Technical Education with first div.
	SCHOLASTIC BACKGROUND


High school in year 2003 from _______________ Board with IInd div.
Intermediate in year2005 from ______________ Board with Ist div.  
Graduate (BA) In 2013 from ____________ University with IInd div
	STRENGTH 


· Effective Time Management                  Decision making capability.

· Easily adaptable to new changes          People Management
	PERSONAL DETAILS

	Date of Birth      :     
	Gender                      :      

	Father’s Name   :     Shri 
	Marital Status        :     

	Phone No             :     +91 
	Language Known  :     English, Hindi

	Permanent Adds:     

	


	REFERENCE

	Mr. _________________ 
	Mr. ________________ 

	Vice President & Head – HR
	Manager

	_________________ Ltd.
	________________ Ltd.

	M: +91 
	M: +91 


The above information is as per my knowledge. I assure that if given a chance, I shall prove my worth.
Date -                                                                                                                                        Yours Truly
Place- 
                                                                                                                              (Signature)
