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Permanent Address

Suraj Vihar-4th Lane

Berhampur 

Ganjam

Orissa: 760001

Ph: +91-680-2211478 

Present Address

B-19 1st Floor

Sundar Block

Shakarpur

Delhi: 110092

Ph: +91 11 64511508

RAMA KRUSHNA PANDA
Cell +91 98916 57111, +91 9312080481
URL: http://ramkp.phpnet.us
E-mail: rkpanda90@yahoo.co.in , rinkupanda@msn.com
AIMS & OBJECTIVES:
Want a challenging position, which utilizes my acquired knowledge and experience to the maximum extent to the Management and Administrative field. 

KEY SKILLS:

· Back Office Operations

· Tour & Travel Arrangements.

· Guest Relationship.

· HR & Resource Activities.

· Inter Branch Coordination.

· Vendor Management

· Inter Department Coordination.

· Facility Management

· Documentation for ISO, QMS & IMS standards.

· General Administration Activities.

· Employee  Relationship Management
ACADEMIC QUALIFICATION:

M.P.A




Berhampur University

2000-2003

B.A (+3)



Berhampur University
 
1997-2000

Intermediate (+2)


C.H.S.E (Orissa)


1995-1997

Matric
(10th) 



B.S.E (Orissa)



1992-1995       

PROFESSIONAL QUALIFICATION:

· Diploma in computer application from COMP – U – LEARN Global Services, Hyderabad

COMPUTER KNOWLEDGE:

· Windows, Wipro UWIN 2.9, Linux, Apple-Mac, and MS DOS, 

· Internet, E-Mail, E-Mail Clients, MS office, Adobe PageMaker, Lotus Notes

· Adobe Photoshop, Flash and Dreamweaver 

· Knowledge about all the component and Peripheral Devices of Computer. 

· Installation of Different Type of Operating Systems likes Windows, Linux, as well as installing different type of software’s in the same platforms.

WORK EXPERIENCE:

· Presently working as an Executive (Admin & Resource) with SUNTECH OVERSEAS PVT. LTD.  (DELHI) (Feb2006 - Till) http://www.suntechengs.com
NATURE OF WORK

· Total Facilities, Administrative Arrangements related to office premises.

· AMC, courier, Stationary purchase & management and distribution.

· DATA backup and installing software’s as per requirement.

· Housekeeping and pantry management.

· Handling the recruitment activities for the company.

· Posting Jobs in various jobsites as well as newspapers.

· Travel related Bookings, and hotel arrangement.

· Execution of various staff welfare meetings, weekend parties.

· Day to day Petty expenses, monthly Billing of Admin related expenses.

· 2-years Experience as an Administration Executive with BENCHMARK CERTIFICATION PVT. LTD. NOIDA (NCR) (Apr2004 - Jan2006) http://www.benchmark.com.au
Company Profile: Benchmark Certification is an Australian Quality Certification Body, having his Main Indian operation office at Noida providing ISO Standard Certifications like (ISO 9001:2000, ISO 14001:2004, TS 16949, OHS, C-MARK) to organizations which met to the quality criteria of the accreditation body.
NATURE OF WORK

· Entire General administration activities.

· Vendor and Facility Management

· Back Office Operations.

· Documentation for ISO 9000 and EMS 14001 and all other Quality Standards.

· Travel Arrangement, Hotel Booking.

· Stationary, Courier and Logistic management.

· Purchase and Budgeting for Administration

· Liaison with local authorities and companies.

· Conduct VIP visits.

· Taking utmost personal care and maintenance of all the office equipments.

· Provide smooth communication support to the business requirements.

· 3-years experience as an Office Coordinator with NELTRONICS EQUIPMENTS PVT. LTD. PUNE, (MAHARASTRA) INDIA. (Aug2000-Nov2003) http://neltronics.t35.com 

Company Profile: Neltronics Equipments is well known in to Electronics Water fountain manufactures, Landscaping, Musical Fountains, Interior Decorating, as well as in to computerized light show arrangements.
NATURE OF WORK:

· Entire General administration activities.

· Travel Arrangement, Hotel Booking.

· Back Office Operations.

· Stationary, Courier and Logistic management.

· Liaison with local authorities and companies.

· Provide smooth communication support to the business requirements.

PERSONAL DETAILS:
Fathers Name


:
SUDARSAN PANDA
D.O.B



:
15th Aug 1980

Martial Status


:
Unmarried

Gander


:
Male
Nationality


:
Indian

Hobbies 


:
Reading Newspaper, Books, Novels, Magazines, listening

music, Going out, Watching movies, Surfing internet, and practices and learning about different types of software’s.

I hereby declare that all the statements furnished above are true with my Knowledge.

Rama Krushna Panda
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