HARSHADA TUSHAR JAGTAP        
77/B Kamgar Nagar Road,

Kurla East                                                         Cell no.9967848004/7021671369
Mumbai -400 024

                       E-Mail:harshadajagtap5@gmail.com
WORK EXPOSURE

SAVIC Technologies Private Ltd as Receptionist and Administration Officer since November 2017 to till date:
· Maintain an appointment schedule by planning and scheduling meetings conferences teleconferences and Travel bookings.
· Providing an accommodation, hotel stay for an employee and guests.

· Update company department and management team’s systems including Salesforce system and individual contact management tools.

· Maintained reception area, conference rooms, supply room and kitchen

· Welcome guests, customers, candidates by greeting them in person or on the telephone; ordering office stationery supplies, Typing, Filing, Managing diaries.
· Liaising with Office Assistants, ensure that photocopying, scanning and binding of documents is done as requested by the staff.
· Processing vendors, Travel bookings, Gift Cards payments through Credit card.
· Ordering Gift cards for employees.
· Sending weekly update of Admin & Finance, Stationery, and Travel expenses to the management.
· Maintaining an attendance Register on daily basis.
· Liaising with the Finance staff, analyze all the telephone/vendor  bills monthly with a view to ensuring that costs are properly charged to the relevant cost centers.
· Managing inventory of assets and supplies, sourcing for suppliers (vendors),maintaining record of IT Assets and submitting invoices/AMCs.
· Performing multifaceted general office support

Melzer Chemicals Pvt Ltd as Receptionist cum Office administration Executive since

May 2016 to till July 2017:

· Handling the entire front desk operation, keeping front desk tidy & presentable with all necessary material.

· Handling  walk in guests.

· Handling calls/Incoming – Outgoing calls, transferring incoming calls to concerned person/department.

· Handling the correspondence of inward & outward couriers.

· Maintaining records of stationery.

· Monitoring office supplies & place order when necessary.

· Keeping updated records and files.

· Monitoring office expenses and costs.

· Take up other duties as assigned. (Making attendant sheets, cheques for bill payments & vouchers, Birthday arrangements.)
Shriram Co operative Bank Ltd as Front Office Executive May 2010 to May 2016:
· Responsible for functions such as Inward/outward clearing, ECS clearing.
· Responsible for opening of saving, current, fixed deposit accounts.

· Responsible for attending calls, customers and solving queries of customers.

· Responsible for overseeing loan procedures, maintaining loan collection, lending loans to customers, sending notices to defaulters.
· Performed various duties as assigned as needed.

· Answering any financial and banking queries.

PREVIOUS ASSIGNMENTS
· Dec’08               
Holy Trinity, Mumbai


· Involved in Corporate social responsibility (CSR) For NGO Holy Trinity.

· March’09                   YMT College of Management, Navi Mumbai

· Responsible for Capstone Project on Market research of Clinic all clear shampoo. The objective of the survey was market research of the two brands and to understand customer’s perception about these brands.

· May’09-July’09
UTI Mutual Fund, Mumbai 


Summer Trainee

· Responsible for development of marketing strategy of Uti mutual fund products. The objective of the analysis was to understand market perception about UTI, to understand investor’s priorities, to design marketing strategy for UTI Mutual Fund.

 ACADEMIC CREDENTIALS

	2010
	MMS (Marketing) 
	FIRST CLASS
	YMT COLLEGE OF MANAGEMENT,MUMBAI

	2007
	B.A (Literature)
	SECOND CLASS
	G.N.KHALSA COLLEGE,MUMBAI

	2004
	Hsc
	PASS CLASS
	G.N.KHALSA COLLEGE,MUMBAI

	2002
	Ssc
	DISTINCTION
	D.S HIGH-SCHOOL,MUMBAI


Technical Proficiency

MS Office (outlook, access, excel,word), TALLY 9.0
PERSONAL DETAILS

Date of Birth: 

23/12/85
Languages Known: 
English, Hindi and Marathi

