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PROFESSIONAL (' Successful Execulive with 6 years of demonstrated ability in delivering

SUMMARY | mission-critical results. Offering outstanding communication and cross-
cultural team management skills. Entrepreneurial attitude for optimal
profitability. The ambitious team leader was adept at creating strategic
alliances with organizational leaders and effectively aligning with and
supporting key business initiatives.

SKILLS ? +  Administrative Management  »  Program Optimization

+  Sales Promotion «  Problem Anticipation and
‘Resolution
WORK HISTORY O ADMIN-EXECUTIVE 10/2021 to CURRENT

Valve Tech Industries | Navi Mumbai , India

»  Evaluated expenses and set appropriate budget levels.

+ Handle booking hotel/air tickets- - §Te Sy
oz . | =+ Handle other general procurement tasks: stationeries, phone billings,
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B | Hmﬂrrmmnmtopcgmmam manage any staff activities.
Perform uﬂaaradminllhaﬁbn tasks asehnad by HR/Admin Manager.
Responsible for time and leave records management.

Writes any memos, letlers, any other correspondence and reports as the
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» Responsible to, plannrng / control the. gahnrul cleaning of the office
hl.llll:ling with stmtuf“tmmal ;fextdrnal cleaning sources.

04/2017 to 03/2020

srdinated deliveries of supplies and materials to proper recipients.
ts for senior management and presented results during

itality and support to visitors and mesting attendees.
client files and spreadsheels with office management

nd physical filing systems.

ok Pnehh'narﬂ scheduling, employee and event
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