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Career Profile

· Have 24+ years’ experience in handling Office Management, Accounts, Administration, Co-ordination, Personnel Assistance, Facilities, Purchases and Marketing. 

· Good Communication skills. 
· Computer Skills (MS-Office)

· Interpersonal Skills

· Team Work
Objective

Looking forward to pursue a career in highly dynamic and proactive organization, keeping in view growth and improvement with constant learning as the premier issues nevertheless to provide innovative cum quality service to the organization I am employed in.

Work Experience

International School of Management Excellence
Job Title: Admin Manager:  Period: June 2007 – June 2012 & Dec 2016 till date
It’s a Management College with specialization in Marketing, Finance & HR

Key Functions and Responsibilities 

· Office Administration 
· Facilities & office Maintenance

· Purchases & Equipment Maintenance 
· Staff Attendance
· Transportation
· Vehicle Maintenance
NVT Quality Lifestyles Projects Pvt Ltd
Job Title: Marketing cum Admin Executive: Period: July 2012 to 20th Nov 2016
It’s a real estate company (construction of Villas)
Key Functions and Responsibilities 

· Client Service (Agreement signing, Cheque Collections, Bank documents etc..)
· Legal Works (Registration and other Sub Registrar office works)

· Marketing at the Site for the visiting clients
Kasshku Information Technologies Pvt Ltd, Bangalore

Job Title: Office Administrator:  Period: Jan 2006 – April 2007

It is Software Company, with Software Development & Training

Key Functions and Responsibilities 

· Office Administrator 

· Facilities & Staff, office Maintenance 

· All Maintenance works
· Purchases
· Staff Transportation
Indian Society for Training & Development., Bangalore 

Job Title: Office Manager. Period: April 1998 – Dec 2005 

It is a HR Professionals association with Head Quarters located at New Delhi and it’s a Non-profit organization conducting regular Training Programs at Bangalore and also National Level on Various subjects.
Key Functions and Responsibilities 

· Co-ordinating with HR Professionals in conducting Training Programs & Delegates

· P.A to the Hon. Secretary.
· Maintenance of accounts, Cash, Banking, Coordinating with the Auditor. 

· Handle Telephones, e-mail, Preparing of letters and course materials. 

· Handle Petty Cash. 

· Marketing of programs conducted by the organization. 

· Coordinating with the members of the organization & National Head Quarters 

· Conducting the Diploma Contact Classes & Examination. 

· Administrative works (Purchasing, office maintenance etc) 
· Was a member of the Organizing Team in conducting HR Convention – 2005 

MBA India Pvt. Ltd., Bangalore. 

Job Title: Administrative Manager. Period: May 1994 - January 1998 

Key Functions and Responsibilities 

· Personnel Assistance to the Managing Director

· Assist in total record maintenance of research and tabulation department. 

· Maintain office attendance, Leave Register & Staff Maintenance. (PR work)

· Scheduling conferences for CEO’s & coordinating with Clients (Payment orders etc). 

· Handling Front Office. 
· Purchases & maintenance (Stationary, Computers, Fax other office requirements) 

Syndicate Couriers, Bangalore. 

Job Title: Administrator Period: June 1992 - April 1994 

Key Functions and Responsibilities 

· Control office in the absence of the proprietor. 

· Check records of parcels/Covers received and sent and to maintain records on delivery and Billing to clients.(Customer Support) 

· Interact with different Branches on status of parcels/documents. 

· Handle office Accounts and Cash. 

· Maintain office Equipment. 

Educational Qualification

(B.Com)
Other Information

· Languages Known: English, Kannada, Hindi Telugu & Tamil (to Read, Write & Speak)
Personal Profile

Personal Strength 
:
Good Communication Skill, 

Structure my work & schedule well,

Dedicated, Punctual, 

Smart in Work, Hard Working.
Date of Birth: 19th October 1968 
Sex: Male 
Nationality: Indian 

Martial Status: Married 
I hereby declare that the above written particulars are to the best of my knowledge and belief.
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