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TASNEEM 
TASNEEM.131684@2freemail.com  

   
 


CAREER OBJECTIVE
:
To add value to the organization and to enhance my skills



And capabilities in conjunction with organization’s goal and 


Objectives.
EDUCATIONAL 
:
P.G. Diploma in human resource management 
 
QUALIFICATION
 
Mumbai University, Mumbai.


Bachelor of Arts 


Mumbai University, Mumbai.
Work Experiences 
:

· Working as Admin Assistant cum Secretary at Creative Training Centre (Feb-2016 – July 2016)
Coordinating with Students, Parents and Teachers.

Managing Students data with attendance.

Managing Teachers Working Hours.
Collection of Fees. 
Dealing with New Inquires.

Making Time Table for Classes to be conducted.

Calling New Students for Admissions. 
· Worked as a Senior Assistant in HR Department in Asian Star Co. Ltd.   (June 2012 To June 2015 – INDIA)
  Handling Pay Roll System. 

  Personnel data entry and Record Maintenance.
  Co- ordination with the Employees across Department.
  Assisting for the compliance of ISO/BPP/RJC Standards.
  Assisting in Internal Audit for ISO/BPP/RJC.
  Liasionging with the auditors.
  Ordering for Stationery.

  Maintaining First Aid Box.

  Assisting in Accounts Department in Making Invoices.

  Dealing with all the correspondence required for the Audit.

· Worked as Admin Coordinator in Peninsula Facility Management Service At Different site like (March 2008 To Aug. 2009 - INDIA) 
At R.N.A. Corporate Park. (Bandra - INDIA)
Handling Front Desk
Handling Incoming & Outgoing Calls

Transferring Calls to the correct Department and Correct person.

Handling International Calls

Handling conference video call.

Taking Couriers
Marinating Register for Currier Give & Take

Maintaining attendance Register IN – OUT of employees going at any other     sites.

Co-ordinating to departments Sales, Marketing, HR, 

Accounts, Liasionging, Filling.

Guiding Visitors.
Arranging Meeting Rooms

Arranging Tea, Coffee to the Meeting Room for the Guesst.
At Peninsula Spenta. (Lower Parel - INDIA)



      Handling Calls.




      Guiding the Visitors




      Taking Couriers



      Taking care of the Receptions Cleanliness.

                                          Making arrangements for the Meeting Rooms as and when required.




      Keeping a track of the meeting room is clean after the meeting gets over




      Handling Plumbing, Electrical, Technical Complaints, & resolving the same.
At L’Oreal Academy. (Khar- INDIA)
Handling Front Desk with Admin work

Responsible for the appointments made for students.

Responsible for the follow up of the arrangements for the Seminar held at the academy.  



      Had to order for the lunch for the Guest coming in for the Seminar.

Responsible for Fees given by the students.

Making Travelling arrangements for the Manger.

Preparing Invoices.

Making Oder’s through for the stock for the Academy.

Making MIS Everyday

Reporting to the Property Manager.

Handling the Repairs & Maintenance of the Academy.

All the correspondence done through mail.

     At Huntsman. (Chandivali - INDIA)

                                         Handling Incoming & Outgoing Calls

                                         Assisting Property Manager.

                                         Looking after the follow ups of Repairs & maintenance at the Chemical Factory.
                                         All Co-ordination done through mails.
TOTAL EXPERIENCES                 :   5 YEAR’S

SKILLS
:
· Coordinating various community development programme


in rural and urban areas.

· Project Management Skills: planning, oragnising, monitoring



and evaluation etc.

· Research : quantitative & qualitative data collection, analysis


and report writing.

· Documentation skill

· Presentation skills

· Interpersonal skills to work as a part of team.

· Team leadership skills

· Socially active

· Proactive and ready to take initiative

Professional Qualification

  and Certifications

· Basics Computer Knowledge 
· Have done a presentation in College on Mumbaicha Dabbawalla
· Have attended the Seminar of Julie Eldrett for Good Customer Service & Good Communication Skills 
REFERENCE
: If required references can be given.
I hereby declare that the above given information is true to the best of my knowledge and beliefs.

Date:







Place 

