Shreelatha

# 11/A, 3Rd A Cross, Seethappa Layout,

Mannarayanapalya, R T Nagar Post, 

Bangalore - 560032
Mobile: 98453 86605, 9900577407, 9180 23658642
Email: shreelatha12@yahoo.co.in
Dear Sir/ Mam,

It was with great interest that I read your recent posting in the naukri.com for the position of Executive Secretary. 

I have over 12+ years of experience in secretarial functions, general administration with abilities in leading teams.

Have experience in internal/external coordination, handling appointments/meetings, housekeeping activities etc.

I am certain that my presence in your organisation will prove to be beneficial. As such, I would welcome an opportunity to speak with you to evaluate your needs & share my ideas.

Thanking you 

Sincerely,

(Shreelatha)

SHREELATHA

# 11/A, 3rd A Cross, Seethappa Layout, Manorayanapalya, R T Nagar Post, Bangalore 560032

Contact: +91 9611841150, +91 9900577407; +9180 23658642; Email: shreelatha12@yahoo.co.in; Date of Birth: December 12th, 1975


ADMINISTRATION/ OPERATIONS MANAGEMENT PROFESSIONAL

Experienced in Finance, Administration, Operations & Secretaryship; seeking challenging assignments across the industry



PROFILE

· Competent & diligent Operations Management & Administration Professional, with almost 12 years of experience & comprehensive knowledge of every aspect of Operations Management, Office Management, General Administration & other cross functional works. 

· Excellent time management skills with proven ability to work accurately and quickly prioritize, coordinate and consolidate tasks, whilst simultaneously managing the diverse range of function from multiple sources.

· Motivated and goal driven with a strong work ethics, continuously striving for improvement coupled with excellent Administrative aptitude with an eye for detail and the commitment to offer quality work.

· Possess keen business acumen in analyzing and understanding business requirements, customer-value maximization and developing new business processes & revenue streams. Competencies range from business development, client acquisition & management, administrative paperwork with wide ranging subject knowledge. 

· Establish & maintain strong working partnerships with key vendors. Determine appropriate end-to-end processes and tools needed to achieve development, delivery, reliability & availability goals.

· Visionary leadership in assessing client needs, and strategically positioning programs aligned with customer and market needs/ projections.

· Consummate professional with excellent planning, execution, monitoring and resource balancing skills, attention to detail as well as the ability to build and lead effective teams. Outstanding presentation and leadership skills.



PROFESSIONAL EXPERIENCE

PETER ENGLAND FASHIONS & RETAIL LTD.                                                                                        July 2008 - Feb 2009

Brand Executive Secretary

· Overseeing the entire gamut of administrative & secretarial activities while handling the correspondence & documents. Undertaking Market Research to develop company’s competitiveness in the market.

· Preparing business letters used in day to day routine works. Report to the Manager (Administration). Generate MIS reports while coordinating with the cross functional departments for the plans, strategies & other administrative activities of the company.

· Maintaining schedules, coordinating internal/external agencies for business meetings, scheduling/ organizing meetings with clients for senior management, handling of arrangements for all activities including conferences & participating in meetings etc. 

· Overseeing & managing the correspondence with other departments/ external agencies. 

· Preparing business communication & Inter/Intra Department communication.  Coordinating with senior members of the management for various reports and MIS jobs. 

· Providing full extent of secretarial and administrative services to the Corporate HR.

· Administering and managing various recruitments and training activities in the company while short listing the desired and appropriate resumes for further proceedings.

· Implementing effective Administrative Policies and successfully coordinate direct administrative support for the office. Responsible for managing all the administrative & official activities while maintaining the healthy work environment & discipline.

· Key responsibility of maintaining calendar, arranging internal/ external appointments and travel booking. Sorting, screening & prioritizing incoming mail (by post/fax), drafting responses to correspondence as required.

· Evaluating potential candidates for Executive Secretary position & conducting psychometric tests when required. Maintaining personal files for all employees in Corporate.  
· Handling the entire spectrum of activities across providing facilities support to all the office staff and efficiently handling clients, merchandise assortments, overall office management activities, housekeeping services & Record management.

· Managing Meetings & Appointments, Client Interface and Liaison, Project Coordination, Research work, preparing reports and presentations, communication, filing, correspondence.

MANTRI DEVELOPERS PVT. LTD.                                                                                                             Sept 2006 - July 2008

Executive Secretary – CMD

MYSORE CITI DEVELOPERS PVT. LTD. & M/S SKYTOP BUILDERS PVT. LTD.                            Jan 2004 – Aug 2006

Secretary cum Accountant

SRI DATHATREYA FINANCE CORPORATION                                                                                     June 1997 – Dec 2003

Secretary cum Asst. Manager



EDUCATIONAL CREDENTIALS

DIPLOMA IN SECRETARIAL PRACTICE 1997

Nitte Rukmini Adyantaya Memorial Polytechnic, Nitte 
DIPLOMA IN COMPUTER APPLICATION 2001

Bytomatix Computer Education
DIPLOMA IN FINANCIAL ACCOUNTING 2001

Bytomatix Computer Education
BUSINESS TECHNICAL ORIENTED PROGRAMME 2001

Raman Computer Education 

INTERNET AWARENESS 2001

Bytomatix Computer Education
ADVANCED DIPLOMA IN OFFICE AUTOMATION 2002

Bytomatix Computer Education
TALLY GRADUATE 2003

Tally Solutions Pvt Ltd.
JOB ORIENTED ACCOUNTING COURSE 2003

Bytomatix Computer Education

CALL CENTER TRAINING 2005

JTS Institute Asia’s No. 1 Call Centre Training Institute 

DESKTOP PUBLISHING 2006

Aptech

References: Available on Request
