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OBJECTIVE
Seeking a responsible post with an opportunity for professional challenge and growth to support and enhance co-operative objectives of the company & country.

Current Work Experience
1. Presently working As an Admin Executive in Mount Litera Zee School, in Bhilwara (Raj.) since 7th of June 2019. As an Admin Executive Handling following responsibilities-
(a) Service oriented

(b) Attentive to details
(c) planning and organizing
(d) Support and connect with parents, students and teachers and other staff

(e) record keeping

(f) documentation

(g) Greet and Assist School Visitors
(h) Answer phone calls and emails from parents and school administrators
(i) Prepare school letters, and other documents
(j) Handling Clerical tasks

(k) Preparedness of PTM and Staff Meeting and maintaining records of such meetings

(l) Looking transportation

(m) Maintaining the cleaning of school campus And water safety & availability, fire safety etc.

(n) Clerical works and well known about office equipments like fax, photo state, scanner, intercom etc.
(o) Assisting to Principle

Previous Work Experience
(A) 1.4 Year experience As an Executive Assistant in Krishna Hospital (100 Bedded, Multispecialty) in Bhilwara (Raj.) since 1st of March 2018 to 5th of June 2019. And played there the various below mentioned role -
a) Organize and maintaining the office filing and Data system 

b) Response on answering machine

c) Arrange the various meetings some time participate (if required)

d) Check and reply of emails

e) Created Slide presentation of Power Point which shows the Hospital Features & facilities

f) Daily/Weekly Planning on google calendar for MD

g) Involvement and Interaction with staff and adjustments

h) Help to main floor decorum

i) Handling Clerical part also

j) Travel Arrangements for MD

k) Apart from that actively involved in Photo copy machine/Scanner/Patient Care Department etc.

l) Flashed/Spread the important messages to staff even update and educate them verbally Keep monitoring/maintenance of Hospital equipment

(B)  Previous working experience in LPO/BPO in CNS Comnet Solution Pvt. Ltd, Gurgaon (HR) as Team Coach in Operations since October 2006 to February 2018.
Previous Work Profile (Operations Management)

· As a Team Coach Quality checked, responded to clients through emails, ensure for maintain quality, trained to staff for new processes and managed the trainings and observations for Junior team members and newcomers.

· Updating, preparing and managing various web-based documents and services, this includes uploading/downloading of documents/data, Updating of vendor sites. Sending request for various approvals required etc.
· Title Search on Names, Taxes and Properties. Retrieving and electronically filing/processing all the required documents, such as Deed, Mortgage, Judgments, Affidavits State information.
· Worked on various well known Lender websites (Lenstar, Vendorscape, NewTrak, FRS etc) into secured conditions.
Key Responsibility Area (KRA)
· Managing service operations for achieving quality services, providing first line support by answering queries & resolving issues, ensuring minimum TAT.

· Handled complaints & carried out assigned work activities as per company policies and procedures.

· Identify improvement areas and propose constructive changes to achieve operational excellence. Provide suggestions for team development. Be presentable and pleasant at all times. Maintained integrity, professionalism and friendly attitude. Contribute positively as a team player.

· Supervising junior team members ensuring compliance. 

Training & Development

· Arranging process specific trainings for existing / new recruits for improving their performance levels; updating them latest developments & modifications and inspiring individuals to strive for excellence.

· Evaluating the effectiveness of training programs by constantly developing & implementing pre and post assessment tools.

· Monitoring the performance of team members to ensure efficiency in operations and meeting targets.

TRAININGS/PROJECTS
Trainings details: Internal Trainings- 

Topic: 
1) Time Management Skills.

            2) Team Work.

           3) Learn how to deliver/receive feedback.

           4) Harassment policy for women at workplace.

MAJOR ACHIEVEMENTS
· Employee of the quarter award several times.

· Was selected for On The Spot Reward program several times.

ACADEMIC QUALIFICATION
· Bachelors in Arts from Maharshi Dayanand University, Ajmer (Rajasthan).
· 10+2 in Arts from Rajasthan Board.
· 10th from Rajasthan Board. 

STRENGTHS
· Critical thinking: Decision making skills.

· Goal oriented: results achiever, meeting deadlines.

· Willingness to learn.
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