BEENARAI

· Mobile:+91-9501044513Email:yyvv2812@gmail.com






Objective
Organized and goal-oriented professionalseekingaposition asan Executive Assistantusingstronganalyticalskills,knowledgeofofficeadministrativeproceduresandastrongbackgroundinofficemanagement.
AreasofExpertise
· SeniorExecutive-LevelAdministrativeSupport
· TrainingandRecruitmentofStaff
· ManagingDay-to-DayOfficeoperations
· Documentation
· PayrollprocessingandManagement
· ManageClientCommunicationsandFollow-ups
· MaintenanceofRecords,Reports,PoliciesandProcedures
· StrongVerbal&WrittenCommunicationSkills

AcademicCredentials

	Qualification
	Year ofPassing
	NameofSchool/College
/Institution/University/Board
	Degreeawarded
	Class / Percent ofMarks

	Graduation
	2011
	
B.D.AryaGirl’sCollege,GNDUUniversity
	Bachelor of Arts(MassCommunication,Journalism,Home
Science)
	Iclass
66%-aggregateof3yrs.

	12thStandard
/SeniorSecondary
	2008
	LyallpurKhalsaCollege,
Jalandhar, GNDUUniversity
	SeniorSecondary
(ElectiveEnglish,FineArts,History)
	I class64%

	10thStandard
/HigherSecondary
	2006
	Suman Day BoardingPublicSchool,Jalandhar/
PunjabSchoolEducationBoard(PSEB)
	Matriculation
	I class60%



ProfessionalExperience


	Employer
	
	DateofJoining
	DateofLeaving
	Designation

	
	
	
	
	
	

	DiaHealthFoodsPvt.Ltd.
	04-July-2016
	Working
	AdministrativeAssistant

	TGRIndustriesPvt.Ltd.
	05-Aug-2013
	30-Nov-2015
	AdministrativeExecutive



Careerpath


 (
DIAHEALTHFOODSPVT.LTD.
04-July-2016
-TillDate
)Designation:	AdministrativeAssistantCCompanyProfile:
TheCompanyspecializesininnovation,ProductionandSaleofLowGlycaemicIndexandHealthFoods.ThevisionoftheCompanyistoprovideQualityfoodproductsthattastegoodandpromotegoodhealth.ThecompanyhasinnovateduniqueformulasespeciallyforDiabeticSugarandMultiGrain Floor. The product line includes Diabetic friendly sugar, Multi grain Floor, Bakery andconfectionaries,JuicesandDessertpremixes.

Translation Experience:My translation experience is 12 years and I have been worked with Day Translations Pvt.Lt.and Ansh Work Translations PVT.LT.

Translation Rates:-Translation--------2 rs per word
                                  Proofreading----4 rs per word
                                  Translation Per Page-----500 rs

JobResponsibilities:
1. ManageandSupporttheDaytoDayOperations
2. MaintaintheProfilesandRecordsofStaff
3. RecruitmentandTrainingofEmployees
4. ProcessingPayroll
5. EmployeePerformanceAppraisal
6. OfficeandFacilitiesManagement
7.  (
TGRINDUSTRIESPVT.LTD.
05-Aug-2013to30-Nov-2015
)PreparingDocumentsandPresentationsonProducts



Designation:	AdministrativeExecutiveCompanyProfile:
TGRIndustriesbelongstoSANTGroupofIndustries.TheCompanyhasdiversifiedintomanufacturingGIFittings,CarbonSteelFittings,Forgedfittings,DistributionofCompositepipes,Industrialandcommercialpurposecleanersalongwith100%exportunitof handtools.Establishedbyexperiencedprofessionalsandhavingexperienceofalmost adecade,TGRhascreatedareputedname instriking

tool industries.Sinceitsestablishment,TGRhasmanufacturedanddelivered endnumberofbestinternationalqualityproducts.

JobResponsibilities:
1. Tomaintaintheentireclient’sfilesonregularbasisandaregularfollowupwiththemfortheirenquiries.
2. Toorganizeandscheduleappointments,planningmeetingsandtakingdetailednotes.
3. Tosupervisealltheshipmentsandtheirdespatchfromproductionteam
4. Followupswithclientsandshippinglines.
5. Tomaintainmonthlysalesreports,purchasereports,researchnewdealsandfollowupwithsuppliers.
6. Manageonlinesellingwithproductionteamandfollowupwithonlinesellersupport.
7. Updateandmaintainofficepoliciesandprocedureswiththehelpofseniormanagers.
8. Performotheradminrelatedworkasrequired.


ITSkills
Windows98/2000/XP/10, MS Office (Word&Excel),Internet applications.Corel DrawX6

CurricularActivities
· ParticipatedinYouthFestival(PlaysandSkits)
· ParticipatedinMediaFestatCollegeLevel
· ClassRepresentativetillSchoolLevel
· ParticipatedinDeclamationscompetition/DanceCompetitionsatSchoolLevel.

Strengths
PositiveAttitude,Self-Motivated,GoalOriented,HardWorking,Multi-Tasking,TeamWorker,Disciplined


