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                                                                                  Mobile – 8792255864
                                                                            E–mail ID – mr.usha1985@gmail.com
	OBJECTIVE


To commit myself and acquire skill up to perfection in whatever field I take up.  I would see to it that my team/ associates are in the path of reaching the organizational goals and to let my career form behind me, thus, enabling myself to focus on the tasks ahead without fear of repeating an effort or making a new one.
	Educational Background:


               Pre-degree



Field of study
:
BECA


Name of university
:
Bangalore University                                                                                    


Academic year(s)
:           2003 – 2004




Name of college
:
Jyothi Pre University College  
             SSLC



Field of study
:
Bangalore State Syllabus                                                                                    



Academic year
:
2001 – 2002




Name of school
:
St. Joseph Convent Girls High School  
EXPERIENCES GAINED: 
· Organisation and Planning

· Motivation and Enthusiasm

· Teamwork, Problem Solving and Leadership Skills
· Good team player and Multitasking capabilities

	EXPERIENCE:


2018 April to till date: Prestige Estates Pvt Ltd.
Position: Assistant Manager-Property/Guest Relations

Job Responsibilities: 

· Monitoring the reception area to ensure effective telephone and mail communications both internally and externally to maintain professional image

· Managing the Housekeeping team & responsible for the neatness in the office premises

· Co-ordination with facility manager for regular maintenance & upkeep

· Supervises the maintenance of office equipment, including copier, fax machine, etc

· Pest control and premises maintenance
· Raising Purchase Orders, Tracking Budgets, Maintaining Data Sheets

· Maintaining a database of customer enquiries, feedback, visits, complaints, etc. Coordination with team.
· Coordinating overall administrative activities like travel arrangements, bill payments, housekeeping of show-room; Ordering-receiving-stocking & distribution of office supplies, etc
· Executive Support to Managers with respect to end to end Travel/Raising Expenses, attending to their requests
· To oversee the administrative operations of a business also in charge of the department's day-to-day functions as well as supervising and supporting staff
· Planning and coordinating administrative procedures and systems and devising ways to streamline processes
· Preparation of MIS, Sales report,Pettycash
· Entry level in SAP(worked on PR/PO/GRN/SES)
· Exec visits end to end management
2016 December to 2018 March: Edify Insurance Services Pvt Ltd.
Position: Office Manager-Administration

Job Responsibilities: 

· Handling the main EPBAX System (Global Calls)
· Managing the reception area to ensure effective telephone and mail communications both internally and externally to maintain professional image
· Managing the Housekeeping team & responsible for the neatness in the office premises
· Co-ordination with facility manager for regular maintenance & upkeep

· Supervises the maintenance of office equipment, including copier, fax machine, etc
· Pest control and premises maintenance
· In charge of Entire Courier dispatch and receipts (local & international)
· Maintaining a database of customer enquiries, feedback, visits, complaints, etc. Coordination with CCS staff
· Coordinating overall administrative activities like travel arrangements, bill payments, housekeeping of show-room; Ordering-receiving-stocking & distribution of office supplies, etc

· To oversee the administrative operations of a business also in charge of the department's day-to-day functions as well as supervising and supporting staff
· Planning and coordinating administrative procedures and systems and devising ways to streamline processes
· Preparation of MIS, Sales report
· Regular backup of data every week
	EXPERIENCE:


2011 August to 2016 December: ABKJ Infrastructure Design Solutions Pvt Ltd.
Position: Front office Management and Office Support. 
Job Responsibilities: 

· Handling the main EPBAX System (Global Calls).

· Managing the reception area to ensure effective telephone and mail communications both internally and externally to maintain professional image.

· Managing the Housekeeping team & responsible for the neatness in the office premises.
· Co-ordination with facility manager for regular maintenance & upkeep

· Supervises the maintenance of office equipment, including copier, fax machine, etc.

· Pest control and premises maintenance.

· In charge of Entire Courier dispatch and receipts (local & international).
· Carrying out any other responsibilities entrusted by Management from time-to-time

· Coordinating overall administrative activities like travel arrangements, bill payments, housekeeping of show-room; Ordering-receiving-stocking & distribution of office supplies, etc

· Preparation of MIS, Sales report.
· Taking care of general issues.

· Excellent in using Excel Drafting mail and letter writing.

· Assisting the administration department in their day to day activities.
· Excellent communication and interpersonal skills.
· Regular backup of data every week.
2009 August to 2011 July: IBM Daksh (through JLL) in Nagawara.
Position: Frontoffice Management. 
Job Responsibilities: 

· Handling the main EPBAX System (Global Calls).

· Attending Calls and transferring it to the right person

· Dialing and connecting STD or ISD calls.
· Welcoming clients & managing guest relations.
· Co-ordinate with existing clients.
· Taking messages and conveying it to the concern person

· Arranging conference calls & Bridge calls.
· Maintaining discipline at the reception area.
· In charge of Entire Courier dispatch and receipts (local & international).
· Managing the Housekeeping team & responsible for the neatness in the office premises.
· Co-ordination with facility manager for regular maintenance & upkeep.
· Assisting the administration department in their day to day activities.
· Regular backup of data every week.

· Excellent communication and interpersonal skills.
· Taking care of general issues.

2005 February- May -09: ICICI Prudential Life Insurance Co.
Position: Admin cum Receptionist and Office Assistant. 

Job Responsibilities: 

· Front office Management (Visitors, Mails & Couriers, security)

· Housekeeping and pantry  services 

· Landscaping and green area development 

· Assets equipments, furniture, fixture maintenance 

· Pest control and premises maintenance

· Coordinating and assisting planning of meetings and events
· Meeting room management 
· MIS Work and Petty Cash
· Handling day to day administrative work, this includes Evaluation, negotiation; follow up with the vendors, maintaining petty cash, and Process monthly expense, hotel bookings, travel arrangements, Office Stationery Management & printing, coordinating with the corporate office (Mumbai). Preparation of Bank/Cash Vouchers, and Maintenance of Consumable Stock Register.
2003 October – 2005 January:  Spice Telecom

Job Responsibilities:                 Sense of work is call taking with excellent  

                                                       Customer care skills and patience call 

                                                       Back for the customer, real time 

                                                       Escalations, Multiskilled in two processes.      
	Personal Skills:


· Communication, Leadership and Multitasking

· Organization and IT Technical Skills

· Interpersonal Skills and Ability to work under Pressure

· Time Management and Self Motivation
	Technical Skills:


· Confident Communication and IT Skills
· Good knowledge of IT operating systems, Especially Windows,
· Hands on experience of installing IT Software(OS Backup, Antivirus and Outlook Configuration)
· Good organisational skills
· Good Time Management
	Interest and Activities:


· Good Listener and helpful without being asked
· Enjoying working with people-build strong relationships easily

· Quick Learner

· Flexible and adaptable to changes

· Volunteer Work
	Additional Credentials:


Languages                      :  Kannada, English, Hindi, Marathi and Tamil
	                                                 Personal Details 


 Date of birth

                        :  24th December1985

 Spouse name

            :  Satish Kumar. A
 Marital status

            :  Married

Mother Tongue


:  Marathi

 Nationality


            :  Indian

Date:                                                             

Place:                                                                               (S.Usha Satish)

