RESUME
Akanksha Bajaj
62, Manav Vihar Apartments, Sector-15, Rohini, New Delhi-110 085
# 09910404258

Email: makanksha38@yahoo.com


Objective:

Seeking a healthy and progressive work environment to achieve overall excellence and growth by employing skills in scheduling projects, performing marketing activities and handling the various aspects of office management to ensure appropriate functionality of the office.
Professional Experience: 
Worked with India Ratings and Research Private Limited -Fitch Rating Group as
Assistant Manager- Office Administrator from August 2012 till November 2013
· Handled incoming calls (EPABX)
· Managing the travel desk and ensuring smooth working in the system 

· Responsible for dealing with the vendors for several office related tasks, monitoring the invoices, couriers and ensuring timely payments.

· Responsible for stationery and other office requirements.
· Supervised pantry ensuring the availability of the stock

Worked with ‘Amanresorts’ Regional office, New Delhi (A unit of Lodhi Property Company Limited) as Receptionist & Office Administrator from Aug 2008 till Sep 2010.

· Handled incoming calls (EPABX) 
· Maintained Attendance and Leave Record
· Responsible for Hotel Accommodation, flight bookings, visa, Travel insurance through travel agent.
· Handled travel desk (movement of office cars, office boy, courier etc) 
· Responsible for stationery and other office requirements.
· Supervised pantry ensuring the availability of the stock

· Handled entire project co-ordination for Aman New Delhi (Lodhi project) between client, Project Manager, Architects, consultants, engineers, contractors etc.
· Assisted the Regional Managing Director – South Asia.
Worked with AIRTEL, Meerut Showroom as a Customer Care Executive from Feb 2007 to 
June 2008.
· Managed customer care, and sales. 

· Prepared daily reports and MIS for the company about customer feedback. 
· Ensured proper coordination among several support units of Head Office and surrounding regions of Meerut.
Worked with I.M.S (Indraprastha Institute of Hotel Management), Meerut, as a Counsellor from Sep.2006 to Feb.2007.

· Counseled and advised students about the suitable courses.

· Prepared daily reports to head office for student’s feed back.

· Liaise with other support units of Head Office.

Worked with Citibank Shelters, New Delhi as a Tele caller from July 2005 to Jan 2006.

· Responsible for monitoring the area appointed by the service center for calls.

· Coordinated between head office & commercials offices.

· Prepared daily MIS. 
Academic /Formal Education:
· Graduate with Bachelor of Arts degree from Delhi University, New Delhi in the year 2009.
· Certification Course in Computer Application from Carrier Computer Institute Meerut.
Personal Details:

Date of Birth

:               March 11th 1987

Marital Status

:               Married
Husband


: 
    Mr. Sumit Bajaj
Language Known      
:               English, Hindi.

Interests

            :              Music, Travelling
I am a self motivated, confident person with an aptitude of accepting challenging assignments and solving new tasks.
Declaration:

I hereby declare that the above information is true and best of my knowledge.
Akanksha Bajaj
