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Objective

Looking forward to pursue and enhance my career in the Administration/Human Resource field where I can utilize my knowledge, to excel in office administration, computer & all related matters for the smooth functioning of the organization and also to gain knowledge wherever an opportunity arises for the betterment of the company.

Personal

Good learning skills, good comprehension skills, excellent conceptualization skills, positive attitude & self-driven, committed & hard working, good communication & convincing ability, and excellent team handling capabilities.

Area of Expertise
· Leadership skill with strong personality
· Key customer relationship and management

· Work independently without direct supervision
· Understanding of how to develop and implement business strategies

· Ability to work well with all levels of management, executive leadership and support staff

· Problem-solving and conflict management

· Responsible for the customer supporting activities.

· Ensure the smooth operation of day to day activities

Academic & Professional Qualification

· B.Com - Calicut University 

· P.G. Diploma in Public Relations & Advertising (Rajendra Prasad Institute of Communication & Management, Mumbai)

· Medical Transcription (Heartland KG, Coimbatore)

· Diploma in Office Automation

· PC literate, proficient in application software’s including Windows, Wordstar, MS Word, Excel etc.

Work Experience

· Sept 2011 till date - Working as a public relations officer in Calicut Automobiles Pvt Ltd. (dealers in Tata passenger cars).

· May 2008 to Aug 2011 - Worked as customer relations officer in SBI Life Insurance Company Ltd.

· April 2008 till date - As a medical editor in Wave Online Pvt Ltd., Cochin (home based work).

· Nov 1999 to March 2008 - As a medical transcriptionist in Heartland KG, Coimbatore which later changed its name to SPI Technologies Pvt Ltd., Coimbatore.

· Jan 1998 to Nov 1999 - As a public relations officer in Calicut's one of the most modern high tech hospital - Fathima Hospital.

· Jan 1997 to Dec 1997 - As a public relations officer in one of the leading construction firms in Calicut - Corporate Builders.

Computer Skills

· Windows 7, Windows XP
· MS Office (Excel, Word, Power Point, Outlook)
· Internet & Email
Personal Details

Date of Birth

:
29/05/1970




Nationality

             :
Indian

Marital Status
             :
Married

Languages known
             :
English, Hindi, Malayalam & Tamil

-:DECLARATION:-

I hereby declare that the above particulars are true and correct to the best of my knowledge and belief and in the event of any information being found false or incorrect, my candidature will be liable to be canceled.

