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E X P E R I E N C E

Om Sai Intex Pvt Ltd  06/2019 - 10/2019

Executive Documentation QS

Responsibilities:

Working on RFP tender document

Preparing legal compliance documents for project requirement  

Responsible for creating PowerPoint slides and making presentations

Manage executives schedules, calendars and appointments

Welcoming visitors and directing them to the relevant o�ce/personnel

Project timeline schedule in MSP

Perform review and analysis of special projects and keep the management properly informed

Participate actively in the planning and execution of company events

Mail communication with Leads ,PMC, Aritech and vendors 

Design and implement �ling systems

Prepare operational reports and schedules to ensure e�ciency

Tender status reports on daily, weekly & monthly basis 

Firstsource Solutions Pvt Ltd  07/2018 - 05/2019

Process Associate

Responsibilities: 

Data Integrity: Analyzing and verifying exact Note documents.  

Updating the information and �elds of mortgage insurance has taken from the borrower.  

Set up loans by using Loan application, IEAS document, note document, mortgage document,

HUD, W9 form, Appraisal, and many other documents.  

Verify loans by using, IEAS document, note document, mortgage document, HUD, W9 form,

Appraisal, and many other documents   

Coordinate with IT department on all o�ce equipment

MIS reporting

Allocate tasks and assignments to team mate's and monitor their performance

Remain updated on technical and professional knowledge by joining professional

associations, building networks with fellow professionals and reviewing of industry publications

Raj & Roy Agencies  05/2016 - 06/2018

Senior Administrator

Responsibilities:

Performing bookkeeping tasks such as invoicing, monitoring accounts receivable, and budget

tracking

Maintaining general o�ce �les, including job �les, vendor �les, and other �les related to the

company’s operation

Vendor management

Point person for maintenance, mailing, shipping, supplies, equipment, bills and errands

Assign and monitor clerical, administrative and secretarial responsibilities and tasks among

o�ce sta�

Key person for Banking 

Organize orientation and training of new sta� members

Logistics management

Responsible for Dispatch, keeping records of incoming and outgoing couriers and

consignments

Carrying out clerical duties such as answering phone calls, responding to emails,and

preparing documents, including o�ce correspondence, memos and presentations

Overseeing the maintenance of o�ce facilities, and equipment

Comfortable handling con�dential information

Manage contract and price negotiations with o�ce vendors and service providers

Coordinate o�ce sta� activities to ensure maximum e�ciency

Performing other relevant duties when needed

E D U C A T I O N

St.Joseph's Institution,Bangalore  2021

MBA

St.Joseph's Evening College, Bangalore  2016

B.com

Roshini PUC College, Bangalore  2012

P U C

Emmanuel Suganana Jyothi High School, Bangalore  2009

S.S.L.C

OBJECTIVE
A  re s u l t  o r i e n t e d  p ro fe s s i o n a l  w i t h

ex p e r i e n c e  o f  3 . 9  ye a r s  i n
A d m i n i s t r a t i o n  M a n a g e m e n t ,  Ve n d o r
M a n a g e m e n t  &  Te a m  M a n a g e m e n t .

E x p e r i e n c e d  i n  b a c ke n d  o p e r a t i o n s .
A b i l i t y  i n  d e ve l o p i n g  re l a t i o n s h i p s
w i t h  ke y  d e c i s i o n - m a ke r s  i n  t a r g e t

o r g a n i z a t i o n s  fo r  re ve n u e .  A n
e f fe c t i ve  c o m m u n i c a t o r  w i t h

exc e l l e n t  re l a t i o n s h i p  b u i l d i n g  &
i n t e r p e r s o n a l  s k i l l s .  

SKILLS
S o f t w a re  t o o l s  

Ta l ly  E R P  9  
N I C  D o c u m e n t s  

B l a c k n i t e  
E S I C  l o a n  re v i e we r  

E xc e l l e n t  t i m e  m a n a g e m e n t  s k i l l s  a n d
a b i l i t y  t o  m u l t i - t a s k  a n d  p r i o r i t i s e

wo r k  
K n ow l e d g e  o f  a c c o u n t i n g ,  d a t a  a n d

a d m i n i s t r a t i ve  m a n a g e m e n t  p r a c t i c e s
a n d  p ro c e d u re s  

P ro f i c i e n t  i n  a  v a r i e t y  o f  c o m p u t e r
s o f t w a re  l i ke  a p p l i c a t i o n s  i n c l u d i n g
M i c ro s o f t  O f f i c e  S u i t e  ( Wo r d ,  E xc e l ,

P P T,O u t l o o k ,  a n d  Ac c e s s ) .   

INTERESTS
B row s i n g  

Tr ave l l i n g   
L i s t e n i n g  t o  M u s i c  

L o n g  d i s t a n c e - r i d i n g   
I n t e re s t  i n  H i s t o r y  

E n t h u s i a s m  i n  U p g r a d i n g  s k i l l s  

LANGUAGE
E n g l i s h  

H i n d i  
K a n n a d a  

Ta m i l  
Te l e g u


