.
	
	
Anitha D G
	Senior Administrative Coordinator
Address  Bengaluru, India 560079
Phone  +91 8951222983
E-mail  anithatwinkle@gmail.com
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This position handles primary duties of welcoming visitors and greeting them, In person or in the telephone; answering or referring enquiries and maintaining employee and department directories giving instructions as required. 
	Work History



	2019-10 – 2021-11


NOTABLE HIGHLIGHTS

· Traveled to Poland  Headquarter office for Annual HR meet event 
(Year - 2020)

· Maternity Break – Included a six- month maternity leave in 2021. 
	















	Admin Analyst 
KK WIND SOLUTIONS INDIA PRIVATE LIMITED, Bengaluru 

Front Desk - Switch board call transferring to the respective departments, Office hygiene responsibilities, Housekeeping management, Greeting employees & Visitor make sure they are comfortable, Petty cash, Raising PR...
 
HR Assisting - Coordinating Interview , New joiner formalities, Exit formalities, Employees Insurance card, Office space arrangement, Festival events & other corporate event organizing, Gifts ordering, Team outing, other entertainment activities etc... 

Logistic – Making record of Incoming & outgoing couriers on a daily basis.

Security - Safety & security report tracking day to day with the team. 

Travel Management - International & Domestic Flight booking, Visa process, Travel insurance, Forex currency & card , Hotel booking , Employees & Visitor cab arrangements. 

Vendor Management - Ordering Office Supplies materials, Daily materials, Every day lunch order and  AMC process and other follow ups regularly.

Accounts Department - Co-ordinate with Invoice, Cash and Expense report regularly.

IT Department - Coordinating new joiner ID Card & Laptops accessories and Last working day handover process.

	



	2017-06 –  2019-10
	Front Office Executive 
RED HAT INDIA PRIVATELIMITED, Bengaluru 
· Keeping front desk tidy and presentable with all necessary material.
· Greeting and welcoming the visitors. 
· Answering questions and addressing complaints
· Prepare outgoing mails by drafting correspondence, securing parcels etc.
Check sort and forward emails
· Monitoring office supplies and place orders when necessary.
· Taking up responsibilities and duties as assigned (travel arrangements schedules etc)
· Planning appointments and events.
· Acting as the point of contact between executives and employees/clients
· Create regular reports and update internal database.
· Handling and monitoring security Issues
·  Skilled at working independently and collaboratively in a team environment.





	2016-06 - 2016-12
	Business Development Executive 
BIG DEAL PVT LTD, Bengaluru
· Contacting potential clients via emails or phone to establish rapport and setup meetings.
· Planning and overseeing new marketing Initiatives.
· Attending conferences, meetings and industry events.
· Preparing PowerPoint presentations.
· Developing the sales goals for the team and ensuring they are met.
· High attention to detail and a focus on fact-based decision making.






	2015-10 - 2016-04
	Business Development Executive    
BRAND CONNEXIONS PVT LTD, Bengaluru 
· Focus on expanding new business through cultivating existing clients and exploring new markets.
· Creating and maintaining a list/database of prospects clients
· Maintain knowledge of all products and service offerings of the company



	



Leadership Skills


	 
· Proactive and Self-motivated.
· Have strong communication skills (written and verbal)
· Knowledge of office management and basic bookkeeping.
· Excellent Knowledge of MS Office (especially excel and word)
· Good Organizational and Multi tasking abilities.
· Customer Service Orientation.
· Have the ability to work independently and to proactively seek guidance from others as needed.
· Positive outlook and a desire to stretch myself to achieve both personal and functional success.
· Ability to work in a deadline driven environment.
	Software


Proficient on MS Office (Operating system) 	 [image: ] 
Advanced	 

	Education



	
	




	2007 - 2008
	SSLC 
S.M. English School - Bengaluru



	Interests


Traveling, Meeting People, learning creative things, playing cricket, Chess, Snooker, Bowling, Music, Trekking
	
Declaration


I hereby declare that the above mentioned information is true of my best knowledge     and belief.


Place: Bangalore
Date:                                                                                       (ANITHA D.G)
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