                                    Front office/Reception/EA/Admin Executive        

Name




:
MANISHA B NORU  
Address 



:
T-25/204, Shiv sai bldng
Pratiksha nagar, sion koliwada 

 





Mumbai-400022

Contact no



:
9892325937

E-mail id



: 
manishaparghi@gmail.com
Objective 



:
A position in a professional Organization that 
Optimally Utilizes my skills on mutually

              




Beneficial and long term basis

Professional  qualification  
:   
2007 Diploma in Aviation and 

                                             

 Hospitality management from 

                                      


Aha academy

                           



 2007 Certificate in swimming

                    




and red cross training

Educational  qualification   
:    
2011-2012 passed TYBA from

                                                              University of Mumbai

                                                              2010-2011 passed SYBA exam from

                                                              University of Mumbai

                                                              2009 passed FYBA exam

                                              

from Ramnarian Ruia College
                       



2007 passed HSC from Ruia College

                                 


2005 passed SSC from Sadhana  
Vidhyalaya School 
Employment  history   

:    Working with Highway Concessions one Pvt                                     ltd.                from Mar 2017 to till date
JOB PROFILE:

· Handling EPBAX System

· Responding to incoming and outgoing calls and transfer to relevant    departments

· Keeping a track of inward and outward couriers, receive letters, packages   etc. and distribute them

· Maintaining stationary and attendance registers for Office Boys.

· Welcome visitors and guests and direct appropriately.

· Arranging and maintenance of visits and logging the duration thereof

· Respond to inquiries both Internal and External

· Provide secretarial support and assist in the planning and preparation of meetings, conferences and conference telephone calls.

· Booking and maintaining records of Conference and Meeting room

· Provide administrative services w.r.t coordination with Office Boys and Housekeeping & Security staff, responsible for daily cleaning and general maintenance of the office.

· Preparations for Birthdays, meeting / conferences and arranging food, cake as suggested by manager

· Handling travel desk for all kinds of travel arrangements i.e. Air & Train tickets, Hotel booking, Cab booking (Mumbai & Outstation) for Director and Staff.

· Verify & process all types of travel bills with concerned employee by ensuring compliance in all aspects of travel procedures 
· Assisting in other areas required by management and ensure closure

· Vendor Management Repairs & Renovation like plumbing, carpenter & electrician
· Handling printing & stationery
· Keeping track of vendor AMC renewal on annual basis like Fire extinguisher , AC & etc.
· Petty Cash management
· Monthly bill processing for admin / HR related services
                                                 Worked with Dimension Data Pvt Ltd 
                                                             from Dec 2015 to Nov 2016

JOB PROFILE:

* To manage the reception counter

* Take and relay messages

* Provide information to callers

* Greet persons entering organization

* Direct persons to correct destination

* Deal with queries from the public and customers

* Answer telephone, screen and direct calls

* Maintain information of staff movements in and out of organization

* Monitor visitor access and maintain security awareness

* Provide general administrative and clerical support

* Prepare correspondence and documents

* Receive and sort mail and deliveries

* Organize conference and meeting room bookings

* Co-ordinate meetings and organize catering

* Monitor and maintain office equipment

* Maintain the cleanliness and neatness of reception area including co-ordination with newspaper suppliers, flower vendors
                                                             Worked with Greatship (India) Ltd                        
                                                              as a Receptionist cum Admin assistant /    

                                                              from March 2010 to Sep 2015                
 JOB PROFILE:

· Provide office support services in order to ensure efficiency and effectiveness within the Office

· Receive, direct and relay telephone messages and fax messages

· Pick up and deliver the mails

· Maintain the general filing system

· Assist in the planning and preparation of meetings, conferences and conference telephone 

· Make preparations for meetings

·  Maintain an adequate inventory of office supplies

·  Respond to public inquiries

·  Monitor the use of supplies and equipment

·  Coordinate the repair and maintenance of office equipment 

· Answer all incoming calls and handle caller’s inquiries whenever possible

·  Re-direct calls as appropriate and take adequate messages when required

· Greet, assist and/or direct visitors

· Support the Executive Director and other staff

· Create PO’S and Service entry sheet and parking of Invoices in SAP
· Petty Cash.

· Paying bills to vendors at the end of every month.

                                                             Worked as a counter supervisor in Ava 
merchandising Pvt ltd which has tie up 
with Jetlite airlines at Domestic airport

Worked in Hyatt regency hotel as a Guest 
service assistant

Hobbies and interest

: 
Interacting with people, traveling and 
listening to music

Personal details  


:  
DOB-23 October 1989        
Marital Status

           :  
  Married        
Current CTC                              :          4.23 Lacs/annum
Expected CTC                             :         5.00 Lacs/annum (negotiable)
Joining                                         :            Immediate 

Total experience                           :           12 years
