Naresha Mahabalarao
Contact No. 9845755106
Email: naresh72@rediffmail.com
BBA from Madurai Kamaraj University.

Objective:
To leverage my strong organizational, communication, and administrative skills as a Secretary to the Principal cum Admin Executive, providing seamless support to the Principal while ensuring the efficient operation of administrative functions. With a commitment to maintaining confidentiality, managing schedules, and facilitating smooth office operations, I aim to contribute to a productive and well-organized school environment.

[bookmark: Profile_Summary/Key_Skills:]Profile Summary/Key Skills:
· A competent professional with over 15 years of experience in US health care domain.
Application: Oracle E-Business Suite, Knowledge on Agile Methodology, Knowledge on Software Development Life Cycle, MS office tools
Education Qualification:
Bachelor in Business Administration from Madurai Kamaraj University.

[bookmark: Technical_skills:]Technical skills:
Tools: Oracle 10g, (Oracle E-Business suite), MS office tools, HP PPMC, Jira, Confluence. Have knowledge in Sales force (Front End) and SAP.

Organizational Experience:
Institution Name: Jain International Residential School. June 2024 till date
Designation: Admin Executive
Location: Kanakapura Taluk, Ramnagar District, India.

1. Administrative Support to Principal:
· Organize meetings, appointments, and events for the Principal, ensuring efficient time management and technical support.
· Handle incoming and outgoing correspondence (emails, letters,) ensuring prompt responses and maintaining confidentiality.
· Maintain records of all official communications, meetings, and documents related to the school, Principal, and administration.
· Systematically organize and maintain important documents (academic, financial) for easy retrieval
2. School Operations & Coordination:
· Maintain updated records of teaching and non-teaching staff, including leave records and appointments. 
· Act as a liaison between various departments (Academic, Pastoral Care, Sports, Medical Team, Parent Relationship Team, Marketing Team, etc.) to ensure smooth operations.
3. Student Welfare & Discipline:
· Assist the Principal in addressing student welfare concerns, including discipline, health issues, grievances.
4. General Secretarial Tasks:
· Organize and take minutes during school board or staff meetings, ensuring follow-up on action points.
· Handle data entry related to academic performance and other administrative reports.
· Organize travel for the Principal for conferences, workshops, or school-related events.
5. General Office Support:
· Welcoming Special guest, answering inquiries, and providing general support to school leadership and staff.
· Assisting the Principal or head of the school with tasks projects and presentations.



   Organizational Experience:
Company: Aranis Business Process Services Pvt Ltd. September 2022 – February 2024.
Designation: MIS Executive
Client: Arvind Lifestyle Brands Ltd (Worked in client location Bangalore) Location: Bangalore, India.

· Collecting information about technical requirements that each department must meet.
· Creating, managing, analysing, debugging IT systems.
· Creating MIS documentation to facilitate efficient operations and simple system upkeep.
· Ensuring the privacy of all customer’s employees and company records.

[bookmark: Organizational_Experience:_(1)]Organizational Experience:
Company: Fidelity Business Services India Pvt Ltd., July 2005 – November 2020 
Designation: Senior Analyst
Client: Handled multiple clients like The Walt Disney, Bayer, Texas Instruments, etc 
Domain: US healthcare domain
Location: Bangalore, India.

· Detailed research and analysis of system issues/errors and provides recommendations on solutions, data corrections, workarounds and/ or creating projects for modifying the system.
· Work with client to understand their current business processes and objectives, to help match the system specifications.
· Liaising extensively with internal teams for gathering and analyzing requirement as per the customer need.
· Working closely with different teams and a variety of end users to ensure technical compatibility and user satisfaction.
· Ability to work effectively independently and deliver on tight deadlines.
· Understanding the business requirements and translate them to software system requirements, scope of work / Analyze and document all information gathered/ actively coordinate with Project manager and Client service manager.
· Supporting users on change control and system updates.
· Engage with client to understand their current business processes and objectives, to help match specific solution capabilities and operational standards to the goals.
· Responsible for reviewing and testing payroll files and carrier files for the client requirement as part of on-going projects.
· Work with various stakeholders to establish functional and non-functional requirements.
· Detailed and complex analysis of information and provides recommendations to address and resolve business issues for client.

Company: Scope International (Subsidiary of Standard Chartered Bank) – Chennai, May 2002 - June 2005
Designation: Senior officer 
Client: Internal Project 
Domain: Credit Card Division. 
Location: Chennai
Tools: MS Excel, MS Access, MS Power Point, Primary/Secondary Research 

Major responsibilities:
· Preparing and maintaining data in order to provide them with the credit card and analyze the data based on the present parameters.
· Maintaining the database by research and verification and ensured timely updates were made on the same.
· Analyzing the raw data of the customer and provide the credit limit based on the customer requirements.
[bookmark: Personal_Skills]



Personal Skills
· Ability to build trust and communicate in a clear and targeted way with different people in various situations.
· Ability to manage a high-volume and vibrant retail environment.
· Ability to make things happen with flexibility, speed and simplicity.
· Ability to analyse information to identify problems and issues, and make effective decisions.
· Ability to work through others, set priorities, delegate responsibility and give open and honest feedback.
· Capability to develop a strong working relationship with both internal and external stakeholders.
· Ability to meet agreed budgets and goals, work on plans.
· Ability to lead based on performing and delivering while learning and developing.

[bookmark: Personal_Information:]Personal Information:

Present Address:	Flat #203, 2nd Floor, Baldota Residency, 14th Main Road, Uttarahalli, Bangalore- 560061
[bookmark: _GoBack]Languages Known:	English, Kannada, Hindi, Konkani, Tamil Marital Status:	Married
