MANTOSH SINGH
Mob: +91-9831366545/7001647938 • Email: singhmantosh3@gmail.com


CAREER OVERVIEW

A competent professional with over 5 years of rich & comprehensive experience in experience in office administration, events coordination, and key business functions including operations management and quality management. Highly motivated, dependable, and demonstrates professionalism in handling various organizational functions and office management strategies critical to organizational success with proven ability to balance multiple responsibilities, consistently delivering results on time.

CORE COMPETENCIES

· Effectively involved in data processing for business purpose and use of CRM
· Effectively involved in making daily reports of different department and coordinate with higher authority
· Well versed in handling student grievance 
· Supervises the routine administrative functions such as housekeeping, security, and ensure smooth functioning
· Ensures safekeeping and maintaining of all official records
· Arranges for annual maintenance contract(s) wherever required after due approval 
· Arranges periodic safety related training and maintain the record of the same
· Non - Faculty / Non - Financial - utility payment.
· Repair and maintenance expenditure 
· Dealing with complex queries and complaints on the telephone, by email and in person;
· Supervising the implementation of new office systems including software’s
· Organising and executing training programs for branch personnel
· Evaluating employee performance and providing feedback and coaching as needed
· [bookmark: _GoBack]Conducting regular operations meetings
· Briefing promotions, and other relevant information
· Organising marketing activities and events for the branch
· Increasing brand awareness for the company within the community
· Interacting with students on a regular basis to ensure satisfaction and gain useful feedback
· Resolving student problems as needed
· Assessing market conditions and identifying opportunities
· Adhering to high ethical and professional standards

PROFESSIONAL EXPERIENCE

    Assistant Branch Manager: Mahendra Educational Pvt. Ltd.
     (Since May 2014 to till now)

· Direct all operational aspects including distribution operations, students service, human resources, administration and sales
· Assess local market conditions and identify current and prospective
· Develop forecasts, financial objectives and business plans
· Bring out the best of branch’s personnel by providing training, coaching, development and motivation
· Locate areas of improvement and propose corrective actions that meet challenges and leverage growth opportunities
· Share knowledge with other branches and headquarters on effective practices, competitive intelligence, business opportunities and needs
· Address students and employee satisfaction issues promptly
· Adhere to high ethical standards, and comply with all regulations/applicable laws
· Network to improve the presence and reputation of the branch and company
· Stay abreast of competing markets and provide reports on market movement and penetration
   
   Admin Executive and Cashier: Mahendra Educational Pvt. Ltd   
   (From June - 2012 to Dec - 2014)

· Act as the point of contact between the executives and internal/external clients
· Undertake the tasks of receiving calls, take messages and routing correspondence
· Handle requests and queries appropriately
· Maintain diary, arrange meetings and appointments and provide reminders
· Make travel arrangements
· Take dictation and minutes and accurately enter data
· Monitor office supplies and research advantageous deals or suppliers
· Produce reports, presentations and briefs
· Develop and carry out an efficient documentation and filing system

    Back Office (Order Admin): Exim Distributors C&F of Intas Pharmaceuticals 
    (From Sept - 2009 to June - 2012)

· Manage office supplies stock and place orders
· Prepare regular reports on expenses and office budgets
· Maintain and update company databases
· Organize a filing system for important and confidential company documents
· Answer queries by employees and clients
· Update office policies as needed
· Maintain a company calendar and schedule appointments
· Distribute and store correspondence (e.g. letters, emails and packages)
· Prepare reports and presentations with statistical data, as assigned
· Arrange travel and accommodations
· Schedule in-house and external events

Key Responsibility:

As an Assistant Manager –
· Knowledge of  Project life cycle
· Responsible for office administration and events coordination.
· Accountable in Requirement Analysis
· Responsible for successfully run business functions and  meet business goals
· Ability to balance multiple responsibilities, consistently delivering results on time
· Responsible for delivery of quality products & services. 

ACADEMIC QUALIFICATIONS

Bachelors in Commerce from Calcutta University, Calcutta in 2009.
	
OTHER SKILLS

· Good in Computer and Internet
· Knowledge of SQl ,Ms-Office
· Proficient in handling data management system and CRM
· Good in making MIS report

PERSONAL PARTICULARS
 
· Date of Birth 				20 February, 1988
· Marital Status 				Married
· Language known 			English, Hindi & Bengali
· Address			 	Durgapur
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