Senior Administration Manager Resume

Richard Anderson
1234, West 67 Street 
Carlisle, MA 01741
(123)-456 7890
Education: 
B.A, Delhi University
Skills:
· Articulate and dynamic

· Organized and dedicated

· Inventive, practical and huge knowledge of the computing program, Microsoft office (Excel, Word, Access, Power Point, etc.), internet explorer

· Superb team player and management qualities
Experience History:

Administrative Assistant to Sr. Manager (02/2003 - Present) 
Export Industry, India
Responsibilities Includes:

· Looking after complete administration work - creating reports, buy order, dealing with vendors, organization management of the office areas, canteen supervision, safety and fire defense system supervision, industry colony and the hostel management, industry vehicle management, formulating arrangements for meetings and parties, local buys such as stationery, minor items, electronic devices maintenance and management - local telephone, intercom, printer, EPABX, fax, internet facility, liaison with electricity dept., local telephone dept., police, municipal corporations and other government department.

· Running of services of the contractor - civil housekeeping, electrical, plumbing, management support employees managements, co-ordination, maintenance of AMC-s of computers, photocopiers, faxes etc., arranging presentations, organizing meetings, travel arrangement, receiving and sending emails and faxes, maintaining confidential files.
Office Manager (07/2002 - 01/2003) 
UP Airway Pvt. Ltd., India
Responsibilities Includes:

· All administrative and organizational functions for MD of Industry, harmonization, fixing meetings for executives of industries, conferences, meetings, tour arrangements, receiving and sending emails and faxes, maintaining confidential files, handling accounts on a tally, housekeeping, reporting to managing director.
Administrative Assistant (07/2000 - 07/2002) 
Usha India Pvt. Ltd
Responsibilities Includes:

· All administrative work for company, synchronization between group Company chiefs, buying of agency stationeries etc. setting up meetings for executives of companies, arranging conferences, travel arrangements, managing emails and faxes - AMC-s etc reporting to president.
Administrative Assistant/Office coordinator (01/1997-01/2000) 
Solar-hart India Pvt. Ltd.
Responsibilities Includes:

· All management related roles.

· Regular revising of sales growth reports in India for international sales data through internet and keeping networking dealings between India and Australia.

· Making journey arrangements for Indian and migrant employees.

· Looking after full office management, buying of all the stationery and office equipment for company etc.
Languages: English, Punjabi, and Hindi.
