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CURRICULUM VITAE
CAREER AIM:
Seek a responsible position in an organization to demonstrate my strong professional experience and ability to handle challenging assignments enabling mutual growth.
KEY SUCCESS FACTORS:

· Exceptionally creative with impressive organizational abilities & interpersonal skills.

· Drive for results
· Functional Excellence & add functional value to the organization.
· Strong planning, coordinating and delegating capabilities.
· Excellent analytical and problem solving skills.
· Proven ability to manage multiple projects deadlines.

· Poised and confident in dealings with individuals at all levels.

· Enthusiastic, creative, and willing to assume increased responsibility

· Adaptable, balances team as well as execution of individual goals effectively.
QUALIFICATIONS

2006 Post Graduate Diploma In Bioinformatics 

(Center for Information Science and Technology), University of Mysore.

2005 M.Sc Biotechnology (Rai University International, New Delhi)
2002
B.Sc. Botany (University of Kerala)
PROFESSIONAL PROFILE:

N&N Chopra Consultants Pvt. Ltd, Cochin (Jan 2009 – April 2009)

Position Held: Students’ Counselor 

Responsibility held:  

· Served as Counselor for  students and working professionals interested  in  overseas education 

· Handled walk-in and telephonic queries about the programs we offer.

· Suggested the walk-in with the right course offered by various universities abroad, suiting to their academic qualification.

· Convinced people with the courses that we offer to clear the entrance requirement to various ranked Universities to pursue the course of their choice.

· Followed up on queries to ensure acceptance and joining.

· Handled various activities related to registration, admission and enrollment.

· Effective execution of office administrative activities like maintenance of data, files etc.

Achievements:
· Organized seminars, workshops and events all over Kerala.

JT International, Cochin (July 2008-December 2008)
Position Held: Regional Sales Coordinator

Responsibility held:  

· Extended secretarial / administrative support for the Regional sales team as well as poised in coordinating efficiently with the sales team. 
· Supported for the MIS reports related with sales figures & targets. 
· Submission of confidential reports to top managements & presentations in Sales Meets.
·  Investigate and resolve invoice problems, Monitor sales figures on a daily basis.
· Perform general administrative functions including business appointments and meetings.
· Assisted in the creation of absenteeism tracking data system for Human Resources 

Achievements:

· Demonstrate ability to maintain composure and work efficiently in a fast paced and pressurized environment.
· Met the target for the Regional sales team for the year 

Maruthi Suzuki, Cochin (2007-2008)

Position Held: Customer Care 

Responsibility held:  

· Responsible for customer service with a desire to ensure customers’ satisfaction.
· Committed to superior customer service, by confidently interacting with customers. 
· Created and maintained the tracking monthly database for all deliveries, receipts, invoices and payments of vehicles received from the owners for service.
· Improving customer service based on the feedback by developing new policies, procedures and implementing them effectively through customer complaints.
· Provide information and launch feedback to customers on the success of new product.
Achievements:

· Achieved customer satisfaction
· Contributed all support to build up a strong customer relationship with the company
CIST, University Of Mysore. (2006-2007) 

Position Held: Lecturer

Responsibility held:  

· Served as lecturer in the Bioinformatics Department of CIST, College.

· Handled bio-informatics related soft wares i.e.  GENE TOOL, PEP TOOL, RASTOP,  RASMOL,  DS GENE

· Handled the Computer programming languages like C, C++, Oracle etc.
· Encouraged to horn the leadership qualities among the students
Achievements:
· Provided a pivotal role in encouraging students to take up new projects 

· Successful completion of the research by the students & there by sharpening their knowledge.
OTHER HIGHLIGHTS:

· Qualified the Graduate Record Examination “GRE”.
· Participated in the 38th annual All India United Nation information test conducted by the Council for UN information, a wing of USO on 31st Aug 1994. 

· Participated in all Bihar Quiz competition in the year 1995.

· Participated at the National Level symposium conducted by the Sahradaya College in 2004.

· Participated a National Symposium “Janarjana 2005” conducted by Oxford College of Science, Bangalore on “Life Science Fest”.
· Participated in the state level seminar,2004 conducted by the Indian Chamber of Commerce

PERSONAL DETAILS

Date of Birth

:
3rd March 1981
Nationality

:
Indian

Gender/Marital Status
:
Female / Married

Visa status

:
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