
Name: Sheeba David


Phone: +91 7276011310


Email: � HYPERLINK "mailto:sheeba12_david@yahoo.co.in" �sheeba12_david@yahoo.co.in�








Qualification


Bachelor of Arts


(Specialization in Sociology)


DY Patil College of Arts, Commerce & Science, Pune











Total Work Exp


13+yrs














Skills


Excellent communication skills


Travel Coordination


EPBX handling


Front Desk activities


Administrative Management


Customer Relations


Attendance record Management


Database coordination


Appointment Scheduling


Records Management


Restocking supplies


MS Office Tools- Outlook, Word, Excel


PowerPoint


Professional phone etiquette


Invoice preparation


Meeting Arrangements


Documentation and reporting


Data Entry


Mail Handling and Correspondence

















Professional Summary:


Organized and Dedicated Administrative Assistant with proven track record of providing exceptional customer service in fast paced environments. Offering keen attention to detail and strong decision making skills to manage multiple task. Self-motivated work ethic with ability to perform effectively in independent or team environments








Work History





Hyflux Engineering India Pvt Ltd India- Front Desk Associate/ Travel Coordinator


Pune, MH. 02/2016-02/2019





Schedule appointments and meetings organize materials and prepare conference rooms.


Coordinate domestic and international travel arrangements including booking airfare, hotel and ground transportation.


Perform general office duties, including multi-lines phone, routing telephone calls or messages to appropriate staff and greeting visitors.


Interacting with vendors, contractors and professional services personnel to receive orders, direct activities and communicate instructions.


Support efficient meetings by organizing spaces and materials, documenting discussions and distributing meeting notes.


Monitor premises, screened visitors and updated logs and issued passes to maintain security


Schedule office meetings and client appointments for internal teams and senior management.


Provide logistics support for programs, meetings and events, including room reservations, agenda preparation and calendar maintenance.


Prepare package for shipment, pickup and courier services for prompt delivery to customers.


Managed office inventory by restocking employees and placing orders to maintain adequate stock level.


Printing and Stationery: Coordinate with printers for vending of business cards and maintain stationery for the facility. 


Mock Fire Drill Sessions: Arrange for the Mock Fire Drill Sessions and ensure that these are done on a Quarterly basis





MWH Resource Net Pvt Ltd – Front Office Associate 


Pune-MH. 10/2014- 09/2015 





Amdocs - Front Desk Associate /Travel Coordinator 


Pune- MH.  11/2013- 09/2014





Cognizant Technology Solutions Pvt Ltd – Admin Coordinator 


               Pune –MH.  12/2010 -11/2013


               Netglow Software Pvt. Ltd – Front Desk Executive


                Pune- MH.  05/2007 –07 / 2010




















