K V VIJAYALAKSHMI
Varthur,
Bangalore 560 087

 Ph: 9886627410   
 Email:  kvvl01@gmail.com


Greetings


Pfa my resume for the above mentioned position in your institution.


My expertise is in the fields of Administration, Operations, HR Recruitments, Training and Vendor Management. I've total 17 years of experience from few reputed organizations/institutions in Bangalore.  I've 4 years of experience in teaching High school, English/ Social Science. I've 6 years experience in international schools as an Administrative and Operations Head. I handle/am responsible for all non academic chores in schools.


Hope to hear from you soon.


Thanks and regards


Vijayalakshmi
9886627410






K V VIJAYALAKSHMI
Varthur,
Bangalore 560 087

 Ph: 9886627410   
 Email:  kvvl01@gmail.com
 
To  :   

Ref :   

[bookmark: _heading=h.gjdgxs]Sub  :   Application for the post of  ‘Operations Head / Admin Manager’                                                     ----------------------------
Career   objective   :   To be part of an organization that would provide me  an   opportunity to put my best efforts, to achieve organizational goals and in turn helps me grow professionally and personally.

My expertise is in the fields of Administration, Operations, HR Recruitments, Training & Vendor Management.                                                   ----------------------------
I am writing with regard to my interest in your esteemed company.   I am very excited by the idea of working with a reputed company like yours. In addition to satisfying the qualifications of the vacant   position, allow me to highlight some other points which I am confident will interest you.

I am proud to enlighten you, the that the graph of my career path has always  been increasing positively.  

 I have assisted the   MD and CMD as a Personal Secretary, later promoted as an Admin Manager: I have also worked as Branch / Zonal Manager, and am currently working as an Operations Head.  Very capable in the regular upkeep and maintenance of the office. I have also been responsible for maintenance of the company’s day to day finances and accounts, excellent team leader, responsible for sales & marketing, business development, recruitment and training   and the HR Department  and   been in charge of the Operations of the company   independently. 

 My previous experiences  has given me an insight into the intricacies of running an office smoothly and develop.  Accordingly,   I am certain that I can apply my experience to the suitable   position, and contribute to the growth of your company. Having had years of experience  in various fields,  my opinion is that I would best fit in the vacant position in your organization.  

I have taken the liberty of including my resume with this letter; I am confident that you will find my strengths, abilities and experience of use to your firm.   I look forward a personal interview with you, at the earliest.

Thanking you,
Yours sincerely

K V VIJAYALAKSHMI 

RESUME

K V VIJAYALAKSHMI                                    
Ph:  9886627410	 			Email: kvv.lakshmi@yahoo.co.in
-----------------------------------------------------------------------------------------------------
Experience Summary:
· Experience as a Personal Secretary to the high profile personalities of reputed companies.
· Have productive track record as an Admin Manager.
· Indepth  knowledge in the HR Department as HR Manager
· Gained the trust, confidence and business as a Branch Manager 
· Critical thinking and problem solving skills / planning & organizing / decision making and effective  communication skills / influencing and leading / team leading/training skills are enhanced as an Operations Manager

              Achievements :
· Maintain and manage the office premises.
· Experience in organizing and conducting meetings.
· Knowledge in stock management.
· Managing the office smoothly and motivate others.
· Manage and maintain the  HR  department &  regular activities of an office.
· Recruiting and HR skills and training the new candidates.
· Managed a team of 35 – 60 executives of various departments. 
·  Coordinate, manage and monitor the workings of various departments in the organization.
· Plan effective strategies for the financial well being of the  company.
· Formulate and implement departmental and organizational policies and procedures to maximize output. Monitor adherence to rules, regulations and procedures.
· Manage customer support. Plan and support sales and marketing activities.

Professional Experience:

· Worked as Secretary to the CMD of Pearl Valley Group of Companies, from January 1991  and  in an year’s time, the management recognized my work and    promoted  me as an   Admin Manager ….quit the company  by September  1997.
· Worked as  a Senior Faculty & Admin Manager, for two  reputed Educational Institutions in Bangalore…….. from   June 2000  to May  2007. 
· Worked as a Team Leader/ Language trainer for Mphasis, Bangalore from July 2007 to December  2008.
· Worked as a   HR Manager  August 2008   to    September, 2009.
· Served  as the  Branch Manager  of  an   Australian based   Real Estate Company.   ( till  June 2013)
· Worked as the  Program Manager  for an Educational Academic  Training  Institute
· Worked as an Operations Manager for and Software Training Institute cum HR Consultancy in Bangalore
· Working as an Operations Head  for an international School in Bangalore, managing  cluster of branches.

Educational Qualification:
	Pursue  my M B A  - asap
                               M A    (English Litt.) – 2002 – K S O U – Mysore.
	              Secretarial Course
                            Basic Computer Course   
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Responsibilities as a Secretary:
· Communicate/correspond on behalf of the MD.
· Schedule his calendar for meetings & other appointments.
· Plan his travel itinerary.
· Handle the company’s  - bank a/c’s, finance etc.,
· Short list & recruit candidates for the company.

Responsibilities as an Admin Manager:
· Managing and maintaining the day to day activities of an office.
· Attendance of the staff
· Leave record
· Work allotment
· Responsible for Time management.
· Responsible for Procurement of the required material.
· Responsible for Preparing the documents like Sale deed, Rental agreement, Lease agreement, Builder’s agreement etc.
· Responsible for recruiting candidates.
· Communicate and correspond on behalf of the company.
· Responsible for handling the company’s  - bank a/c’s, finance etc.,
· Responsible for Managing a team of 25 – 30 executives of various departments.
· Motivate the teams to achieve their targets.
· Responsible for organizing high profile meetings and team meetings.
· Responsible for arranging client visits and site visits.                                     
· Highly responsible for stock management.
· Responsible for collections from the clients.
· Responsible for the preparation of salary statement.
                
Responsibilities as a Team Leader & language trainer   :
· Assist and manage a team of 15-20   executives, who  attend overseas clients, help and guide them on their bank accounts over telephone and   
· Train the new candidates on soft skills and language skills.

Responsibilities as a   HR  MANAGER 
· Nurture and develop a motivated HR Team to meet business requirement
· Recruitment & selection  - for all Departments in the company.
· Maintain  updated  and relevant  employee  information.
· Manpower  hiring  as per the recruitment plan agreed along with the Business heads/department heads
· Induction programs for new appointments /   Preparing offer/appointment and various other letters and issue them to employees
· Training & development /   Studying performance of the employees and motivate them
· Performance appraisal
· Organize  RnR’s.
· Call for  in-house  meetings  
                                                                                                      
· Employee retention  / Employee welfare  /  Record attendance and checking attendance register
·  Looking after day to day office activities
·   Recruitment process  /  Salary increment   /  Counselling employees
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Responsibilities as an Branch   Manager /  Program Manager :
· Handling all  operations of the branch office independently
· Business development - Strategic planning and innovating the business process and expansion.  
· Company  Promotion  -  Promoting the company and add new franchise business to the company.
· Responsible for overall performance of all the Divisions and for the business revenue.
· Managing and maintaining the day to day activities of an office.
· Attendance of the staff
· Leave record
· Work allotment
· Set Target – achieve good business
· Time management.
· Responsible for recruiting candidates.
· Representing the Company to the outside Authorities and Communicate and correspond on behalf of the company.
· Responsible for handling the company’s  - bank a/c’s, finance etc.,
· Motivate the teams to achieve their targets.
· Attend high profile meetings and team meetings.
· Responsible for collections from the clients.
· Check the salary statement and make payments to the staff.
· Sending reports to the respective Directors   at the Head Office.

Responsibilities as an Operations  Head  :
·  Coordinate, manage and monitor the workings of various departments in the organization.
· Review financial statements and data. Utilize financial data to improve profitability.  Plan effective strategies for the financial well being of the  company.
·  Improve processes and policies in support of organizational goals. Formulate and implement departmental and organizational policies and procedures to maximize output. Monitor adherence to rules, regulations and  procedures.
·  Organize recruitment and placement of required staff. Delegate tasks &  Establish work schedules. Supervise staff. Monitor and evaluate performance.
·  Coordinate and monitor the work of various departments – Administration, Vendor/facility/transport Management
·  Manage customer support. Plan and support sales and marketing activities.
·  Liaison with top management. Assist in the development of strategic plans for operational activity. Implement and manage operational plans.
Personal Details:
	Gender		                :	Female
	Nationality		:	Indian
	DOB			:	23/09/1971
	Marital status		:	Married
	
 Ph: 9886627410                                                      Email:  kvv.lakshmi@yahoo.co.in
                
	Salary Details:

Current CTC   			: 	8.4  lacs/pa  + TA 
Expected CTC			: 	as per your company norms

(K V  VIJAYALAKSHMI )
