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SHANTI PENDYALA
Mobile: 84988 60527


        
          E-mail:shanti.pendyala@gmail.com

Key Skills: Executive Assistant, Travel Management, Front Office Mgmt, Visa Process, General Administration, Vendor Management, AMCs, MIS. 
CAREER SUMMARY
· MBA (HR) with over having 12+ years of experience on hands in the areas of Executive Assistant, Travel Management, General Administration, Vendor Management, Employee Engagement activities and Employee Welfare.
· Current Association with M/s. Techzert Software Private Limited working as Asst. Manager – Admin since 7th September 2015

· IT Savvy having good knowledge in Windows XP, Windows 7, MS Office i.e. Word, Excel and Power point etc. 

· Good exposure in Executive Assistant and Administration. 

WORK EXPERIENCE

Sep 2015 to till date

Techzert Software Pvt Ltd
         Asst.Manager- Admin
Dec 2006 to Aug 2015
IVRCL LIMITED

         Jr. Officer – Admn 

Nov 2005 to Dec 2006
Fresh & Honest Cafe Ltd
         Front Office Executive
My current JD in Techzert Software working as Executive – Admin Operations. 

· Executive Assistant
· Calendar Management

· Travel Management (inbound and out bound)
· General Administration 
· Employee Welfare
· Vendor Management & Stationary Requirement
· Tender Management

· Procurement

· Travel Authorizations and Tour Expenses

· Expenses reimbursements & IBM certification reimbursements

· Office and Guest House Maintenance
· Support document management maintain records and file expense reports

· Preparing required materials for meetings and communications
· Coordinate Employee relations activities

· Coordinate with HR team for on-boarding and exit formalities

· Arranging of Photo ID card desk keys, stationery for new joiners.
· Coordinating with helpdesk/reception with regard to issuing, contractor and temporary employee card

· Taking care of visa process for associates and make necessary travel arrangements and Forex
· Maintains Petty Cash and Petty Cash register to track all office maintenance expenses etc.

· Taking care of outward couriers and keep track until closure.

Guest Relations

· Provide upscale guest service experiences for clients throughout their stay

· Ensure clients are properly greeted upon their arrival

· Monitor daily bookings and ensure assigned rooms are prepared prior to check-in

· Coordinate luggage collection and storage

· Oversee check-in and check-out procedures, including reservations and financial transactions

· Promptly address guests’ requests, like in-room dining

· Actively listen to and resolve complaints


· Liaise with Housekeepers and Wait Staff to provide an overall comfortable guest experience

· Examine daily duties, assign tasks and check on progress

· Recommend local tourist spots, including places to dine, shop and sight-see

· Establish friendly relationships with regular hotel clients

Overall areas of Expertise 

Executive Assistant / Executive Secretary
· Managing the day-to-day operations of the office.

· Organizing and maintaining the files & records. 

· Planning and Scheduling of appointments for directors

· Preparing and editing correspondence, reports and presentations
· Making travel and guest arrangements
· Providing quality customer service

· Working in a professional environment

Travel Management

· Booking of Domestic and International flight tickets to the eligible employees.

· Verification of Tour bills and processing the bills for payment time to time.

· Coordinating with Travel Agencies for processing of VISAs and documentation.

· Obtaining Business Visas to employees.

· Coordinating with Overseas employees for boarding and lodging requirement

· Local conveyance.

General Administration

· Monitoring of overall company administrative overheads

· Handled Security, House Keeping, office boys and drivers. 

· Monitoring of Guest Houses and Offices maintenance

· Stationary maintenance.
· Handling Petty Cash.
· Time Office and Leave management. 

· Monitoring of Tour expenses, local conveyance and company vehicles.

· Organized annual family day celebrations 
· Organized client meetings. 

Employee Welfare activities

· Organized long service award functions.

· Arranged and Coordinated in conducting of Family Day Celebrations. 

· Organized employee birthday celebrations.

· Organized funny games and festival celebrations. 

· Provided tax exemption meal vouchers.

Vendor Management

· Vendor registration, MOUs and Agreements with Banks, Financial Institutions and clients.

· Dealing with vendors such as Photocopy machines, coffee vending machines, Office and Guest House owners 

· Rental Agreements and other Correspondence

· Local Purchases, Purchase Orders and work orders.

Stationary Management

· Selection of stationary traders by getting quotations (Min 3 quotations)

· Arranging the stationary requirement to the company

· Dealing with stationary traders and negotiations.

· Controlling stationary usage.

· Ensure optimum utilization of stationary in all departments.
· Maintaining required stock levels all the time. 

PERSONAL DETAILS
Date of Birth 



: 05-01-1975 

Husband's Name


: Y. Durga Prasad 

Languages Known 


: English, Hindi and Telugu. 

Communication Addresses

: H.No.3-11-6/B, 
  Gokhale Nagar,





  Ramanthapur, 
  Hyderabad – 500 013
SHANTI
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