Dharmini Potnuru
dharminipotnuru@gmail.com 

9885130143

9395151835
4 Years of experience in Office Administration, Vendor management, event management, Corporate reporting and Database administration with proficiency in MS-Office tools like MS-Word, MS-Excel, etc.
Qualifications Profile

· Over 4 years of experience in Office administration.
· Expertise in vendor management, handling house-keeping, Infrastructure maintenance, database administration, event management, etc.
· Knowledge in SAP R/3 in creating purchase order scenario for vendor’s.
· Expert in handling MS-Office tools like MS-Excel, MS-word, PowerPoint, etc
· Ability to manage multiple assignments simultaneously.

Expertise

· Packages: MS-Office, MS-Excel, MS-Word and PowerPoint.
· SAP Tools: SAP R/3 (End user)
· Operating Systems: Windows 98/2000/XP.

Key Skills

· Office administration.
· Event management
· Vendor and third party management

· House-keeping handling

· Infrastructure maintenance

· Attendance/Absentee maintenance.

· EPABX handling

Key Talents

· People focused.
· Good communicator.
· Man-power handling
· Ability to do multi-tasking.

· Apply adaptability and flexibility.

· Team builder.

Career Chronology
Organization: Gems Techno solutions pvt ltd, an EDS Company, Visakhapatnam.

Role :  Admin Executive.
Duration: Apr 2007 – Present.
· Database maintenance of over 200 employees in terms of absenteeism and Leave Tracking.

· Checking the in and out attendance details of employees using the software (Dan Law).

· Maintaining the profiles of all the employees including their personal details,medi-claim insurance details, etc.
· Responsible for general administrative duties including telephone support and management of internal and external mail.

· Facility Management responsible for overall management of the large buildings which include Office building maintenance, Office equipments maintenance, security and fire safety, Chillers, etc. 
· General Administration, Cafeteria management, housekeeping, attendance, leave etc, Fixed Assets records, Purchases, maintenance contracts, leases, Travel and Hotel arrangements.
· Coordinating business travel reservations including flights, car hire and hotels.
· Organizing corporate rates with hotel, appointing travel agents, coordinating for travel and hotel booking. 
· To coordinate for general administrative functions including scheduling of appointments and meetings.
· Assisting the business manager in documenting the files like vendor details, agreements, etc., and Government authorities for statutory & non-statutory compliances, transport solutions.
· To track and clear the payments of all third party contractors and other vendors.
· To manage all the house keeping activities like coordinating with the contractor and the office assistants.
· Responsible for maintaining office supply, office equipments like stationary, beverages, etc by sourcing competitive products.
· To keep a track of all the employee birthdates and coordinate for birthday celebrations.

· To handle maintenance issues of electronic gadgets.

· Keeping the track of the conference rooms as per the schedule by the employees.
· Facility management role in special events like Annual day celebrations, Picnics, Teams get together, Higher Officials visit etc., like organizing the fashion shows, Skits etc.,
· Handling the events like different sports for the employee in the week ends and maintaining the list of the employees as per their interest in the particular sport. 
· To handle all infrastructure related issues.

· To arrange transportation (Pick up and drop facility)for all employees and keeping the track of it. 

· Accommodation Maintenance.

· Creating the Purchase scenarios in the SAP System.

· Creating the expenses in the SAP System.
Organization: Frank Finn Institute of Air hostess training, Visakhapatnam.
Role: Business Development Executive.
Duration: Jul 2006 – Apr 2007.
· Maintaining records of all assignments related to seminars and other activities.

· Conducting seminar at colleges to create awareness on airhostess job among students.

· Responsible to have a question and data bank of all the seminar activities for our betterment.

· Organizing for public activities like navy mela, exhibition and the college get together.

· To manage and up to date the marketing activity files.

· Handling telephonic calls from client, vendor, etc.

· To organize all seminars and to make sure 100% attendance by passing on information effectively.

· Counseling the students and their parents.

Organization: Won Word school (Government authorized), Visakhapatnam.

Role: Admin Executive.
Duration: Apr 2004 – Jun 2006.
· Database maintenance of students of all standards and to verify and keep that up to date.

· Maintaining absenteeism of all the teaching staff.

· To arrange for appointment with the top-management for the parents whenever there is a need.

· File management related to students certificates, Mark sheets, etc.

· Instrumental in streamlining administrative activities in the organization.

· Handling receipts and payments of all the vendor at right time.

Education
· Pursuing MBA (HR) in Andhra University distance mode. 

· Pursued MA (English Literature) in Andhra University distance mode. 

· Pursued BA (IRPM) in Gayatri Vidhya Parishad Degree College, Visakhapatnam. 

· Pursued Inter (Civics, Economics and Commerce) in Gayatri Vidhya Parishad Junior College, Visakhapatnam. 

· Pursued SSC in Seventh day Adventist high school, Visakhapatnam. 
Personal Particulars

Date of Birth : 16th September 1983, 24 Years.

Nationality : Indian, Female.
Marital Status : Single.

Languages : Telugu, English, Hindi.
