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CAREER OBJECTIVE:

To be an excellent management professional by utilizing my knowledge and skills towards the culture and profitability of organization. Desire a position with career growth potential.

SUMMARY OF EXPERIENCE

· As Office admin& sales support at Bharti AXA Life Insurance Ltd  , 




Was responsible for, sales support to the agencies and maintain their data.
· As Duty Manager at Essar Telecom Retail Ltd.




Coordinated the sale associative and other sales activities and successfully achieved the monthly store targets.

PROFESSIONAL QUALIFICATION

· MBA (Regular) in Marketing & HRM from Institute of Management in Kerala (IMK), Kerala University. 2008
Full-time 2year MBA programme with dual specialization in Marketing & HRM from Institute of Management in Kerala (IMK), Kerala University. ( 2006 -  2008 ) with  65%.

ACADEMIC QUALIFICATIONS

· BCom with Hotel Management & Catering with 63% in 2004 from S.N College, Sivagiri, Varkala, University of Kerala.

· Pre-degree, (1999-2001) with 50 %  in 2001 from Govt: College Attingal, University of Kerala ,
· S.S.L.C with 65% in 1999 from Board of Public Exams, Kerala.
PROFESSIONAL EXPERIENCE

1. BHARTI AXA LIFE INSURANCE COMPANY LTD

OFFICE ADMIN & SALES SUPPORT



Oct 2009- April 2010

Responsibilities

· Responsible for day today cluster sales updates.
· Arrange weekly branch meeting.
· Managing corporate correspondence.
· Managing Employee relations and client relations.

· Maintain track record of the Agency Managers.

· Co ordinate the recruiting officers.

· Responsible for sales support to Agencies. 

· Diary management.
· Arranging Training Schedule.
· Managing business and travel arrangements.

2. ESSAR Telecom Retail Ltd

DUTY MANAGER




                          May 2008 – Sep 2009
Responsibilities:
· Dealing with multiple branded mobile handsets of Nokia, Blackberry, Sony Ericsson, Samsung and LG in both GSM and CDMA category along with accessories, Gaming devices, MP3 players and services of different Telecom operators in India.
· Responsible for store goal attainment, profitability, asset control, management, and the quality of the customer experience within the location.
· Achieve the monthly store targets.
· Ensure the highest levels of customer service are maintained at all times. 

· Manage and monitor store staffing schedules to ensure that it is appropriately staffed to meet the needs of our customer traffic, holiday rushes, and peak business periods. 

· Develop unique ways to drive sales through events, community activities, and co-marketing opportunities 
· General Admin duties.
HOTEL TEA COUNTY. (Kerala Tourism Development Corporation) 


HOTEL OPERATION TRAINEE   


                      October 2004-Jan 2006  

Responsibilities:


          Oversee daily operations and ensuring company’s policies are followed
· Co- ordinate all staffs for Banquet Function

· Making guest relation.
· Arranging Training Schedule.

· Preparing daily stock report.
· Maintain cost control reports. 
· Responsible for the Marketing and sales of Hotel Product to corporate level
· Have consistently met or exceeded sales and service quotas set by management

 COMPUTER PROFICIENCY
· MS Office – Word, Excel, Power Point, Internet & E-mail operations.

· Tally  

ACHIEVEMENTS AND POSITIONS HELD 

· Best performer Award “ Champion of champion”  2009: Essar Telecom Retail Ltd
· Member of Quilon Management Association.

· Co-ordination committee member of Scintilla 2007: National Seminar on Local Self Governance. (Organized by IMK kollam)

· Co-ordination committee member of Executive Development Programme .The New Marketing   Landscapes (2007).

· Co-ordination committee member of National Seminar: Excellence in HR (2007).
PROJECTS:

Main Curriculum Project: 

Title 
: 
ERP implementation in manufacturing Industries, A study conducted in Penniya industrial area with special reference to Edkal software solution, Bangalore.
Organization   :  Edkal software solution, Bangalore.
 Minor Projects:
· Organization Study on KTDC Mascot Hotel. 

· A study on Operations & Business environment in Hotel Nila Palace, Kollam.

· An E-business project on Taj Garden Retreat, Varkala.

DECLARATION

I hereby declare that the above mentioned facts are true to best of my knowledge and belief.
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