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CAREER OBJECTIVE

To work in a Challenging environment, that constantly tests my intelligence and encourages learning. I am an highly motivated, positive and dedicated individual, interested in a full time position in a growth-oriented company that offers a progressive future and rewards hard work, thereby accomplishing both the company’s and my personal goal.

WORK SUMMARY

· Worked as an Administrative Senior Associate in India, Chennai from June 2015 till April 2016 
· Worked as an Administrative Senior Associate in Dell Networking R&D India, Chennai from Oct 2012 till June 2015 
· Worked as a Secretary in Kingfisher Airlines Ltd, Chennai from Feb 2009 until Aug 2012. 
· Worked as an Executive Assistant in Firstware Software Solutions, Chennai from Jan 2008 to Dec 2008. 
· Worked as a Front Office In charge / Admin / Assistant Merchandiser in Medident India Pvt Ltd, Chennai from Apr 2003 till 
Sept 2007 

ORGANIZATIONAL EXPERIENCE 4
· 
· Duration ‐ October 2012 until June 2015 / Duration – June 2015 until April 2016 
Designation : Administrative Senior Associate – Executive Director & General Manager 
Roles & Responsibilities
Calendar Management, Telephone/Email Communication and Filing– Calendar management, Meetingscheduling, Handling email correspondence, Drafting letters (General and Confidential), Maintain & update OL email aliases / DL's on a regular basis, Filling of legal & confidential documents.
· Travel Coordination – Responsible for end-to-end Travel arrangements, Travel Insurance, Hotel accommodation, Foreign Exchange, procuring International postpaid mobile/SIM thru Matrix and Cab bookings etc., 
· Meeting & Event Coordination – Coordinate Internal/External meetings, Executive meetings & Vendor meetings. Setup VC & CONF call meetings via webcast & MS Lync, Coordinate Interview schedules, Organizing Town Hall/All Hands meetings, Organize team & working lunch meetings, Prepare meeting agendas, capture & track AI’s/MoM’s, Liaison with External organizations & Officials for meetings, Venue booking & coordination of end-to-end arrangements pertaining to External meetings & Event organization / Office gatherings. 
· Bill verification & Reimbursement processing – Verification of Taxi Bills, Vendor bills, Travel agent bills etc., Processing of Travel expense reports, Transport & Travel reimbursements, Team lunch reimbursements and Vendor bills etc., 
· MIS Reports / PPT’s – Accumulate data such as Head count reports, TA/Hiring reports, Project reports, Organizational charts etc. from various departments and thereby generate consolidated excel reports or PPT presentations. 
· General Admin functions – Coordinate General administrative functions pertaining to Business cards, Stationery requirements, Ticket booking for Interview candidates, Preparation of Purchase orders, Liaison with International visitors/colleagues’ to make necessary arrangements pertaining to their visit to India i.e., Hotel booking/confirmation, Transportation, Office space arrangement, Refreshments, Conference room booking, Meeting schedules and Restaurant bookings for Lunch/Dinner. 
Achievements in CONFIDENTIAL
· Senior Executive Leadership Team Meeting (ELT) - Diligently coordinated a Site level Senior ELT meeting within the first month of my tenure in the company. The Senior ELT members appreciated all the efforts and arrangements that made the meeting a grand success. 

ORGANIZATIONAL EXPERIENCE 3

KINGFISHER AIRLINES LIMITED / Duration‐February 2009 until Aug 2012
Designation : Secretary – DGM FLIGHT OPERATIONS 
Roles & Responsibilities
· Calendar Management, Email/Telephone Communication and Filing – Proactive Calendar/Schedule management, Proof reading company manuals & policies, Maintain couriers, messages and telephone calls that include appointments, travel plans of the DGM. Sorting and furnishing email correspondence. Drafting of notes and letters (General & confidential). Personnel file management, Filing of Counseling/disciplinary issues, Updation employee database on a regular database. 
· Travel Coordination – Handling Staff travel and transportation arrangements for the crew. 
· Meeting, Training & Event Coordination - Organize meetings with the crew and other departments, Prepare agendas, transcribing conversations, capturing action points / MOM’s, Arrange and coordinate training programs & Base level events, Regular updation and maintenance of training data, Booking halls and equipments like Projector, Screen, speakers etc. for training, base events, farewells/get together and other meetings 
· Bills & Reimbursement processing - Handling Bill processing and payment in coordination with the local Finance department i.e. Travel expense reports, Transport reimbursements, Mobile reimbursements and Vendor bills etc. 
· MIS Reports – Compose & consolidate weekly/monthly reports by compiling relevant information from all necessary departments. Compose special reports as and when required by the HQ. 
· Admin functions - Taking care of the crew’s administrative requirements pertaining to Uniform issuance, Renewal of company ID cards/ AEP’s, Business cards, Stationery requirements, Pilot's Leave details, Leave cards, Handling Leave process that includes leave management and final approvals, Checking and attestation of Pilot’s Log books and License renewal documents. 
· HR coordination - Took care of Employee’s grievances, Salary discrepancies and Joining/Exit formalities. 
Achievements in Kingfisher Airlines Limited
Templates - 
· Created an Online interview template that comprised of valuable personal and official data from the Pilots i.e. Passport #, License details, Birthdays/Anniversary data. Other bases in KF made use of this template to collate important information. 
· Created a MS word template to record and track Minutes of the Meeting (MoM). Our HQ in Mumbai also used this MoM template for their meetings/discussions. 
Event Management - Resourcefully organized an event called “MEET & GREET” in 2010 for 100 Kingfisher employees within the stipulated budget that involved setup of the venue, planning the schedule, taking down the MoM, organizing the food menu (Mid day snack, Lunch and Tea), coordinating the Pilots personal appointment with the Management team. The event was a big success and much appreciated by the top management of KF as the best base and a very well organized event. 
Training - Set up a classroom in Chennai containing amenities like Screen, Projector, Speakers, White board and Markers used for Pilot Training along with Refreshments and Lunch for each training session. This setup/arrangement made me to earn an excellent name from the training department as the best base in terms of facilities, ambience and overall arrangements etc. 

ORGANIZATIONAL EXPERIENCE 2

FIRSTWARE SOFTWARE SOLUTIONS / Duration‐January 2008 till Dec2008
Designation : Secretary 
Roles & Responsibilities
· Secretarial Work - Handled confidential files and documents. Arranging meetings and preparing MOM, Ticket booking, Travel planning and coordination, In charge of Company Credit Card, Maintaining employee Personnel files, reviewing quotations/proposals sent to the Clients and Exposure to Clientele. 
· Admin – Handled Admin related work like vendor payments, telephone bills, petty cash expense. 
· Human Resources – Preparing data related to Salary work and events every month, Taking care of the Induction presentation, Joining / Exit formalities. 
Other Functions: Staffing Executive
Candidate & Client Database – Downloaded candidate profiles from job portals (Naukri & Monster) which helped streamline the hiring process & fill job openings more quickly. 
Developed & maintained a client database, which in turn brought the team many new job openings to work on. 
Initial Interview Process – Source, scrutinize/validate candidate profiles from Job Portals. Conduct the first round of telephonic interview and short-list the pertinent candidates according to the JD, thereafter schedule Interviews with the Client and coordinate with the candidates until they join the company. 
Achievements in Firstware Software Solutions
Business Development - With minimum available resources, I efficiently developed a huge Client database that consisted of renowned IT & Non – IT companies like Murugappa Group, Visteon, Qatalys, TVH Homes, Ahlers logistics for the Recruitment/Consulting team, a new venture of FSS. 
Recruitment – Successfully closed an urgent job vacancy within a short period in Polu Tech Limited, an associate company of the prestigious Murugappa Group by appointing a Senior Project Engineer (Water Treatment). 

ORGANIZATIONAL EXPERIENCE 1

MEDIDENT INDIA PVT LTD / Duration‐April 2003 till Oct 2007
Designation : Front Office In charge / Admin / Assistant Merchandiser 
Roles & Responsibilities
· Front Office Roles - Greeting Clients/visitors, Taking care Incoming and Outgoing Calls, Booking and tracking of Shipments/Couriers, Maintaining Call records for Outgoing calls, Maintaining a record of Incoming and Outgoing Shipments, Travel and accommodation booking. 
· Admin Roles – Verification of monthly telephone and courier Invoices, Supervision of housekeeping and security department. 
· Merchandising - Communicate and coordinate with the Buyer’s requirement from development stage until bulk production. Work out costing according to the Buyer’s requirement and follow up with the Sampling department throughout the sampling stage. Releasing bulk work orders, Production follow up until final shipment. 
Achievements in Medident India Pvt Ltd
Increased Revenue - Performed a dual role by developing an interest in merchandising which saved the company from hiring a new Merchandiser, but at the same time increased the company’s revenue. Merchandising gave me an opportunity to execute bulk production orders for International buyers/brands like Ezekiel, Rip Curl, Animal, Tom Tailor, Jordan, Cabela’s etc. 
Cost Reduction – Decreased the monthly billing value of the telephone invoices by 50% and the courier invoices by 15 – 20% per month. 

ACADEMIC CREDENTIALS

· Pursuing M.A in English Literature from Madras University. 
· B. A in English Literature from Madras University in 2006. 
· H.S.L.C from Doveton Corrie Girls Higher Secondary School, Chennai from 2001- 2003. 
· S.S.L.C from Doveton Corrie Girls Higher Secondary School, Chennai from 2000- 2001. 

KEY STRENGTHS

· Enterprising person: Confident, who overcomes challenges – Any task assigned to me is equal to done. Possess the ability to motivate people to achieve their organizational objectives. 
· Communicator: Being a keen Communicator, I have the ability to relate to people across all hierarchical levels in the organization. I always communicate with an open attitude and a smile. 
· Confidentiality / Integrity: A person with Integrity - You can count on me when it comes to being Confidential. I respect the fact of being confidential and trustworthy with everything that’s entrusted to me by the organization I work for. 
· Not forgetting to mention few other strengths that I possess like Determination, Flexibility, Ability to work under pressure, Consistency, Reliability, Self-motivation and a Learning Attitude 

VOLUNTARY SERVICE PROJECTS

At HOPE Worldwide
· Global Outreach: Cleaning the Govt. Maternity Hospital 
· AIDS Home of HOPE: Visiting the children and painting the home 
· Campaign to clean up the roads and streets in Chennai 
· Visiting Orphanage Homes & Charity Institutions helping the poor and destitute 
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