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Summary
I have a focused and dynamic personality; eager to take on new challenges and responsibilities.  Have over four & a half year varied experience in Administration in Hotel & IT industry.  A fast learner and have a great dedication to work. Communication and interpersonal skills along with my administrative capabilities have helped me achieve success in the varied responsibilities I have held in my career.

Experience               

	Infineon Technologies
Bangalore
March 2007 – March 2009
	
	HR – Coordinator – Department – Secretary (Admin –Dept)
· Audit records of Airtel & Hutch corporate bills.
· Coordinating logistics arrangement (Hotel, travel, etc) for all Infineon Employees & visitors.
· Hotel-Resort booking (for external training and events)

· Managing the cab booking arrangements for Infineon Employees & Visitors 

· Raising PR for Contract & Trainee Employees.
· Issuing all Visa support documents.

· Provide admin support to the employees in the division (approx ; 250 employees )
· Support in HR Visa arrangements/Leave Records/Birthday cards – Attendance Records/ Joining formalities.
· Organizing group meetings involving numerous participants in various department/locations in & out of India, arranging food/beverage-

· Handling conference and other meeting room bookings. 

· Handling Security, Housekeeping & Horticulture. 



	Motorola India Pvt Ltd

Bangalore

Feb 2006 – Feb 2007
	
	Admin Executive and FOE (Admin – Dept)

· Screening calls, audit records of STD & ISD calls & billing.

· Coordinating logistics arrangement (Hotel, travel, etc) for all Motorolans & visitors.

· Event Handling.

· Handling conference and other meeting room bookings. 

· Managing the cab booking arrangements for employees. Maintaining records of incoming & outgoing courier.

· Handling all Interview & Test Candidates.

· Handling Security, Housekeeping & Horticulture. 



	NDS Limited – India

Bangalore

May 2005 to Jan 2006 


	
	Admin Executive and FOE (Admin – Dept)

· Handling all the calls & records of STD & ISD calls & billing.

· Handling stationery requirements and vendor management. 

· Managing conference / board / meeting room bookings.

· Cab bookings. Records of Incoming & Outgoing Courier.

· Handling Event Vendor and Shuttle Services.

· Handling all Interview & Test Candidates.

· Handling Security, Housekeeping & Horticulture. 

· Working in this organization has given me the opportunity to work along with the team in a healthy environment also with the positive result.       


	The Leela Palace

Bangalore 
November 2003 till March 2005


	
	Co-ordinator Leela Solitaire Line Programmes 

(Sales department) 

· Handling all the calls & Working for Reward Programme called Leela Solitaire Line. 

· Filling Documents, Maintaining the track record of all leading organization & firms like Shoppers Stop, Viveks, Navratthan Jewellers, Vijayalakshmi Silks in association with our organization. 

· Developing a healthy corporate clientele for Sales, Working in this organization has given me the opportunity to work along with the team in a healthy environment also with the positive result.       



	DSL Software

Bangalore 
   

May 2003 to October 2003                   


	
	Front Office Assistant (Admin - Dept) 

· Handling all the calls & screening the records of STD & ISD bills, filling ID & Business Cards requisitions.

· Handling bookings for board room and meeting room.

· Handling the record of Guest House check in & check out.

· Working in this organization has given me the opportunity to work along with the team in a healthy environment also with the positive result.        



	
	
	

	The Chancery  

Bangalore

November 2001 to April 2003                                   
	
	Front Office Assistant

· Honour and Welcome of the Guest, Communicating with the entire Guest related matters.

· Keeping the track record of Check In & Check Out. Handling reservations.

· My position provides me an opportunity to use all my skills to the fullest, including those related to the interpersonal fields.




	Educational Qualification
	
	· B.Com. From - Akhila Bharthi University, Delhi. May 2004.

· Pre-University in Arts from NMKRV College, Bangalore, May 1994 -1996.

· SSLC from Swami Vivekananda High School, Bangalore, 1994.             



	
	
	

	Additional Qualification


	
	· Diploma in Computer Science from U.W.A.C.T.C, Bangalore (Year 1997 - 1998).

	
	
	

	Date of Birth
	
	       January 17, 1977

	
	
	

	Languages known
	
	· Fluent in English & Hindi (reading, writing & speaking)

· Fluent in spoken Tamil & Kannada

	
	
	

	Interests & Hobbies
	
	· Traveling to far off places

· Meeting People, listening music.

	
	
	

	Marital Status
	
	· Married 

	
	
	

	Fathers Name
	
	· Mr. Ishwar Prasad Sharma
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