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DeepikADixit
A-271NewAshokNagar
Delhi.110096

E-mail:-floret.deepika@gmail.com
Cell:-09311377779

CareerObjective:
Atalentdrivenindividualwhoisfocusedonperformanceaswellasresults,andwhoisabletoprovidean
accurateandefficientadministrative/secretarialservicetoallstaffwithinanofficeenvironment.Kate
possessesastrongbackgroundingeneraladministrationalongwithexperienceofworkinginafastpacedand
pressurisedenvironment.Shehasarealdrivetogrowhercareerwithinyourindustry,andisgreatlyexcitedat
thepossibilityofworkingforyourcompany.Ontopofallofthissheisverysmartandpresentable,and
demonstratesgreatprideinherprofessionalism andmanners.Rightnowsheislookingtoworkforasuitable
companywherethereisalivelyenvironmentthatwillkeepherbusyatalltimes.

SYNOPSIS

Adynamicprofessionalwithover12yearsofcorporateexperienceincludinginOfficeAdministratorforthe
Telecom Industry.Theofficeadministratorensuressmoothrunningofourcompany’sofficesandcontributes
indrivingsustainablegrowth.

AdministrativeofficerOperationsatRelianceCommunication,deputedtomanagetheFinishedGoodsStoreof
ReliancecommunicationPvt.Ltd.withastaffstrengthofover15across2000sq.ft.ofofficespace,Therole
involvesmanagingeverythingOperationalrelatedtoStoreandalongwithover45000customerbaseof
prepaid&postpaid.

Responsibilities:
 Coordinate officeactivitiesandoperationstosecureefficiencyandcompliancetocompanypolicies.
 Superviseadministrativestaffanddivideresponsibilitiestoensureperformance.
 Manageagendas/travelarrangements/appointmentsetc.fortheuppermanagement.
 Managephonecallsandcorrespondence(e-mail,letters,packagesetc.).
 Supportbudgetingandbookkeepingprocedures.
 Createandupdaterecordsanddatabaseswithpersonnel,financialandotherdata.
 Track stocksofofficesuppliesandplaceorderswhennecessary.
 Submittimelyreportsandpreparepresentations/proposalsasassigned.

 Assistcolleagueswhenevernecessary.

PastCarrierExperience:

WorkingwithRelianceCommunicationLtd.(RCO)asaTeam Leadersince28June2005to17Nov
2009atKanpurafterthatsinceMarch2010totillJune2016LookingRelianceWebworldAsaStore
OperationManagerinDelhi&11monthsalsoinbackofficeinRelianceheadofficewithCSDteam.

From December2016totillnowworkingasReservationcum AdminManagerwithExaltedHotels&
ResortsPvt.Ltd.Co-operateofficewithManagementTeam.
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JobProfile:
 Handlingalloperationrelatedofficework.
 Responsibilityofallmailansweringwithproperanswer.
 Responsibilityofallworkdistributiontoallstaffmembers.
 Responsibilityofmanpowerrequirtmentfor&collectionteam building.
 Responsibilityofconductingbasictrainingprogramsforfreshrecruiters.
 Responsibilityoftheirtargetallocation&distributionbetweentheFSE’s.
 Responsibilityofproperworkclosingwithourstaff.
 ResponsibilityofCAFactivationofindividual&corporateaccounts.
 Responsibilityofstockdistributiontoallstaff.
 Responsibilityofreconciliationondailybasis.
 Responsibilityofalloperationrelatedworkatstore.
 Responsibilityofalladminrelatedwork

 ResponsibilityofstoreambiancemanagingwithallKRA.

Achievements:

 AwardedasaBestTeam LeaderCare&StoreoperationforCustomerService&Operationrelated
issueresolutions

 Achieve88%scoreinFSEAudit(customerSatisfaction).
 Growingtostorewithprofilabilty.

CurrentWorkingProfile->
From December2016totillnowworkingasReservationcum AdminManagerwithExaltedHotels&

ResortsPvt.Ltd.Co-operateofficewithManagementTeam.

. Responsibiltyofallcentralmailaccess&workdistribution.
 ResponsibiltyofBestQuotationssendingwithaccordingtoTariff.
 ResponsibiltyofContractwithAllAgent(Nationally&Internationally).
 ResponsibiltyofdailysendReport.
 ResponsibiltyofNewRecruitmentsforHotelStaff.
 ResponsibiltyofStaffManagement.
 ResponsibiltyofTakingBriefingReportfrom HotelwithAllstaffmembers.
 ResponsibiltyofaddingnewagentsTie-up.
 ResponsibilityofVendorManagement.
 ResponsibilityofAttendancePresentStaff.
 Responsibilityofarrangingofficethings.

TechnicalQualification:

PGDCAfrom SANVEECOMPUTERINSTITUTE(SCI),Kanpur.
CourseContents:

OperatingSystem : DOS,WINDOWS98/Me/Xp.
MS-Office : WORD,EXCEL,ACCESS&POWERPOINT

AcademicQualification:
 PassedM.Sc.From C.S.J.M KanpurUniversity.
 PassedBSc.From C.S.J.M KanpurUniversity.
 PassedXIIthinSciencestream From U.P.Board.
 PassedXthinSciencestream From U.P.Board.

PersonalDetails:
Name : DeepikaDixit
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Father’sName : Mr.MahendraNathDixit
Mother’sName : Mrs.SushmaDixit
Gender : Female
MaritalStatus : Seperate
Nationality : Indian
LanguageKnown : Hindi&English
PermanentAddress : RIG-441plotno-7Jarauliphase-1Kanpur-208027
Strength : Punctuality,TimeManagement.
Interest : Painting,Reading,andNet-Surfing

Attributes:
 FlexibilityandWillingnesstolearn.
 Team management,Officemanagement
 Team PlayerandSelf-Motivator.
 Dedicated,SmartWorking,fullofEnduranceandResultOriented.

Note:-Iherebydeclarethattheabovementionedinformationispurelycorrect..

Date:

Place:Delhi (DeepikADixit)


