RAMYA  MURALIDHARAN

#23, Sree Naryana Nivas,
Maheshwarappa Layout, 6th cross,
Horamavu,

Bangalore – 560 043








Mob No.:- 9686204230
DATE BIRTH



14th September 1981

NATIONALITY



Indian

LANGUAGES KNOWN


English, Hindi, Kannada, 







Malayalam & Tamil

STRENGTH




Diligent, Social & Understanding

EDUCATION



B.A

QUALIFICATION











P.UC. Corporation College







Commercial Street







S.S.L.C St. Joseph Convent 

Girls High School

PROFESSIONAL



Diploma in Junior Personal Secretary’s 

QUALIFICATION



Course, Davar’s College







Typing Junior (English)







Computer (MS-Office, Word Excel,







Power Point, Internet and E-mail)

EXPERIENCE




Worked as Receptionist cum Junior Secretary in P2f Technology, March 2001 – June 2002, Attending calls, drafting letters, arranging interviews, Taking care of font desk etc.
Secretary to Managing Director, Reflect Business Center, June 2005 – November 2005, Drafting letters, Front desk management, assisting admin job, checking e-mails and taking necessary action

Secretary to Vice President, Siroya Construction, November 2005 – December 2007
Checking e-mails, taking care of office, Admin, drafting letters, arranging for a

Meeting, Minutes of Meeting, Coordinating with Directors and Chairmen, Travel arrangements, Putting Traveling bills to the consent etc.

Secretary to GM, Subhash Projects & Marketing Limited, December 2007 – April 2009,Drafting Letter, Checking out Email and responding with help of Boss, Informing important messages to the Boss, Checking out the Coming up Tenders and arranging for proposal, Following up DD’s with the Accounts, Arranging for the Stamp Papers, Files, Packing Materials and Preparing for the Tender documents before 48 hours and follow up for Air Ticket and make sure to reach the documents reaches on time, Also arranging for the special meetings and Monthly meetings

Worked for GMR Infrastructure as Sr. Assistant working for Vice President
01.08.2010 to 20.07.2012, All secretarial roll, Admin, Correspondence, attending calls and fixing appointments, arranging for the meetings, travel, department attendance, leave & travel authorization, putting up for Purchase requisition, Service requisition, Follow up for the approval and payment. Visa process and booking international visits, meetings etc. Organizing events, training and Picnic etc.
Presently working for The Printers (Mysore)  Pvt. Ltd.  01.08.2012 till date
Publishers of :- Deccan Herald,Prajavani, Mayura & Sudha
Working as Assistant Manager - Advertisement
Secretary to the HOD of Advertisement - All secretarial role, Admin, Correspondence, filing and maintaining confidentiality, attending calls and fixing appointments, arranging for the meetings, travel, department attendance, leave & travel authorization, putting up for Purchase requisition, Service requisition, Bill certifying. Follow up for the approval and payment. Act as key person for the department all region. Coordinating with other departments. arranging Capital budget and tracking budget, requirement for the department and day to day expenses of the department. Handling petty cash etc, Supporting Event Management, Visa process and booking international visits, meetings etc. Discussing the problems act on behalf of HOD. In some cases, I need to work for Directors. Understanding the applications, norms, requirement and work for it etc.
IIS for HR backend support, Travel, Finance, Materials & Stores

Working in new software of HR module Excelity and Ramco software

Also working in SAP for Purchase Requisition, Service Requisition and Certifying bills
Date:

Place: Bangalore
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