		Govind K Sawale

	102, Omkareshwar C.H.S.
Ghodbunder Road, Opp Anand nagar Bus Depot, 
Near Muchhala College, Kavesar, Thane - West



		Contact

	Mob :+91- 7208111681
         
govindsawale@gmail.com




	
	Objective


	To obtain the position as Admin Assistant / Back Office Assistant to ensure the smooth and conflicts free functioning of all operations of the organization.




	
	Profile


		
	
Currently Working with MEPIDL- MCL- JV as Admin Assistant cum Back Office Assistant

· Managing Day to Day Attendance General office administration work, Handling Dispatch.
· Responsible for Office Maintenance - Physical (Structure, Electrical, Furniture, Electronics, etc)
· Outside Bank related work, Travel related office Work.
· Collecting the required documents from the new joined employees.
· Preparing new employee files, keeping records in register. Phone/Mobile bills, &
Keeping records receipts of couriers.
· Handling courier Management - Keep track of office couriers & make entries in register.
· Knowledge of HRMS, for Attendance.
· A. C. Repair & Maintenance Contract, Recovery follow ups. Renewal of Service Contract, supervising other duties & other office related work.
· Vehicle Management, Vendor management (Coordinating with vendors)
· Updating details in excel & word related payment recovery & order from vendor.
· Maintain overall cleanliness. Housekeeping.
· Checking the availability of stationary and other required things and ordering for them.
· Maintaining Stationery and Attendance registers.

Worked with Nielsen Market Research as Sr. Research Assistant. (2013-2016)

· Field status updates, pre -testing of questionnaires, helping with basic presentation, solving day today queries related to questionnaire, field timelines, secondary research etc.
· Mounting basic presentation & report writing, handling open ended questions, verbatim, Qnr Column Coding , data punching
· Field coordination, checking quotas, Status Updates, monitoring timeline, solving field Queries, Field briefing, Accomplishments, Preparation of field notes, product/market & competition briefing, basic questionnaires development, Field budget monitoring and cordination etc.

Worked with Millward Brown Market Research Services India Pvt. Ltd. as PM Assistant 
(2008-2012)

· Preparing monthly reports.
· Project/Field Coordination, Qnr Formatting, Show cards.
· Mounting basic presentation & Toplines, handling open ended questions, verbatim.

Worked with ACNielsen (Now Nielsen) Research Services as Research Assistant. 
(2005 to 2008)

· Mounting basic presentation & Toplines, handling open ended questions, verbatim, 
· Project/Field Coordination
· Qnr Formatting, Show cards, Preparing monthly reports.
· Schedule and coordinate meetings, appointments.

Worked with Neotronics Ltd.  as Admin Assistant (2002 – 2005)

· Maintaining cleanliness, Office Cleaning.
Cheque deposit, vendor management, data -entry in excel of vendor, filing employee papers, Outside Bank related work.
· Travel Related office Work.
· Supervising other duties & other office related work.
· Managing Day to Day Attendance General office administration work, Handling Dispatch 


Worked with Ace Hygiene Products Pvt. Ltd. (Alfa Water Purifier) as Sales Team Leader.
(1999-2002) 

· Generated own client list through cold calling, door to door, & networking events.
· Responsible for identifying new sales opportunities setting appointments and generating revenue.
· Established and maintained extensive relationships with key clients to maximize retention and referrals.


Worked with Rupali Industries as Free lancing Sales Executive. (1998-1999)

·  Generated own client list through cold calling, door to door, & networking events.
· Responsible for identifying new sales opportunities setting appointments and generating revenue.
· Established and maintained extensive relationships with key clients to maximize retention and referrals.








	







	Key Skills & Abilities :
	
	

	Planning & Organizing
	Proficient in Word, Excel and PowerPoint,
	Flexible to work
beyond regular
business shifts
	Vendor management

	Multi-tasking
	Advance Excel Skills, (Vlookup, Hlookup, Pivot Tables, Data Validation, Concatenate, Countif)  Data Entry
	General office administration work, Handling Dispatch & Receipts of couriers.
	Documentation - filing & recording, keeping their 
records in register.



	Personal Details:

	Date of Birth
	19th January 1975

	Language Proficiency
	Marathi, Hindi, English,

	Interest
	Travelling, Playing.

	Education
	HSC Passed

	Marital Status
	Married, with 2 Kids



