UTTAM KUMAR DIXIT

Contact: +91-9999856263, +91-9053541774
E-Mail: uttamdikshit@gmail.com / uttamdikshit@yahoo.com


 SHAPE \* MERGEFORMAT 



Top-performing Administrative Assistant bringing 5+ years’ verifiable track record of organizing correspondence, managing office supplies, making travel arrangements and maintaining liaison with other departments to ensure smooth office operations.
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PROFILE SUUMARY
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· A competent professional with experience in Office Administration.
· Proficient in handling the activities in coordination with the internal / external departments for smooth business operations.
· Demonstrated skills in relationship management coupled with expertise in handling top & confidential correspondence with clients.

· Capable of adopting new measures and understanding the changed circumstances for fast adaptability & ensuring implementation in the organization for its benefit.

· Proven abilities in providing comprehensive support for executive-level staff including scheduling meetings and managing all essential tasks.

· Skills in maintaining records & writing the minutes of the meetings and corresponding with external & internal clients.

· An effective communicator with excellent interpersonal, analytical & relationship management skills.

CORE COMPETENCIES
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· Ensuring smooth operations at all times and maintaining proper decorum & discipline by implementing & modifying the policies & procedures.

· Working closely with the departments to achieve a harmonious working environment and greater operational efficiency.
· Directing the office correspondence, mail management & fixed assets management.
· Monitoring/coordinating activities as appropriate and preparing internal reports for management.
· Gathering / updating data to maintain departmental records & databases.
· Involved in preparing written documentation for the office and evaluating incoming & outgoing correspondence.
ORGANIZATIONAL EXPERIENCE
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Since Feb. 16
Holiday Planner – Kanpur as Office Administrator

Role:

· Responsible for providing high-level administrative support for the company and performing a wide variety of clerical functions as well as other related duties as required.

· Produce correspondence and documents and maintain presentations, records, spreadsheets and databases.

· Provides clerical and procedural support as needed.

· Overseeing administration activities including office facilities, transport facilities, security services & telephones.
· Establishing and maintaining files & records for the office.
· Establish, update and maintains manual filing systems and computer software programs to track information.

· Maintaining a healthy & learning environment ensuring creative & operational development of employees.
· Prepares typed copy from written or oral information in order to produce error free documents.

· Coordinating with the clients to answer all the queries and ensure complete customer satisfaction.
· A cheerful representative of the company and relay a helpful and accommodating environment

· Acting as a primary point of contact between client & the employer through proper communication
Since Oct’12 - Feb’16
Equestrian India – Kanpur as Office Manager

Role:

· Overseeing administration activities including office facilities, transport facilities, security services & telephones.
· Investigating the specialized and technical needs in the management and administration of commodities and products that are sent for delivery from the organization.

· Making sure that all the commodities and products are arranged properly and then dispersed.

· Administrating the transfer of commodities and products as per the particularities of the clients and making sure that the targets of the organization are achieved.
· Establishing and maintaining files & records for the office.
· Maintaining a healthy & learning environment ensuring creative & operational development of employees.
· Making sure that the products and commodities arrive within the given time.

· Completing all other operational undertakings and workings related to the imports of the organization and ensuring their compliance with the general policies of the same.

· Coordinating with the clients to answer all the queries and ensure complete customer satisfaction.
· Creating, assessing and regenerating documented agreements according to the needs.

· Negotiating documented agreements for the delivery and management of products and commodities.
· Acting as a primary point of contact between client & the employer through proper communication.
Since Aug’09 - Oct’12
5ps Synergy Services – Kanpur as Office Executive

Role:

· Participate in coordination and organization of on-campus events such as the annual Career and Internship job fair.

· Ensure that new jobs and internships are submitted and posted in CSO. Assist in publicizing job placement and internship opportunities to the College community.

· Develop and maintain a collaborative relationship with academic departments and all college stakeholders.

· Work with outside organizations, the Financial Aid Office and work-study students to set up written off-campus partnerships and facilitate hiring paperwork.

· Provide targeted career information and resources for specific majors and interest groups to students, alumni, faculty, and staff as needed.

· Assist with maintaining employer database(s). Maintain student files as needed. Submit monthly report.

· Establishing and maintaining files & records for the office.
· Maintaining a healthy & learning environment ensuring creative & operational development of employees.
· Coordinating with the clients to answer all the queries and ensure complete customer satisfaction.
· Acting as a primary point of contact between client & the employer through proper communication.
IT SKILLS

· Well versed with MS Office (Word, Excel & PowerPoint) and Internet Applications.
· Enterprise Resource Planning (E.R.P. System) 
ACADEMIC DETAILS
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· Completed Graduation from Kanpur University in 2017.

· Completed One Year Diploma in Computers from F-TEC in 2008.

· Completed Three Months Certificate in E.R.P. from IIT Kanpur in 2008.

· Completed Intermediate from Patel Inter College in 2007.

PERSONAL DETAILS
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Date of Birth:

01st July, 1989. Nationality:

Indian.

Marital Status:
Married.

Languages Known:
English & Hindi.

Permanent Address:
62 – A, Pashupati Nagar, Opp. Jhanda Park, Naubasta, Kanpur – 208021.

Passport Details:
L 5012526 (Issued at Lucknow, India. Valid up to  06/10/2023)
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