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	Profile
	Well competent professional executive with MBA having practical exposure in general administration, business development, and client relations. Presently seeks an executive work profile in any industry to utilize gained knowledge, experience and expertise. 


	Strengths
	· Excellent administration & coordination skills

· Familiar with Human Resource functions
· Multi-tasking abilities with keen eye to detail

· Can deal with people at all levels of the organization
· Outstanding customer service skills

· Detail oriented - committed to excellence  



	Education
	


	MBA  
School of Management Studies, Cochin, University of Science & Technology (CUSAT), Kerala, India


	2010

	Bachelor of Science in Chemistry ,  Mahatma Gandhi University, India 
	2007


	Achievements


	· Recognized as Best Management Team’ Programme Coordinator for Talent Time. 

· Consistently demonstrate resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams even under pressure with a good sense of urgency to complete multiple tasks within strict deadlines. 

· Display integrity and strong work ethic in maintaining confidentiality in official records.   

· Recognize as a quick learner who can easily understand and adapt company processes.


	Work Experience 
	


	2 year work experience as an Office Administrator ,  Dubai    
· Responsible for updating daily and weekly status report to the department head

· Schedule appointments and meetings for executives and upper level staff

· Receiving and answering important mails
· Responsible for organising stationery and office supplies

· Receive important mails, documents and items delivered to the organization’s address
1 year work experience as a Business Development Officer, Polinsys Immigration Consultants, Cochin, India                          
	

	· Established and managed new business franchise.
· Effectively conduct an internal training to the new employees of the company. 
· Provided support to existing customers.      


	Professional Development 

	· Attended Ticketing, Tour Operations, Visa & Passport Formalities Training at Riya Travel & Tours, Kochi, Kerala, India

· Active member of National Service Scheme, Maharajas College Unit

· Adept in Ms Office Suite (Word, Excel, PowerPoint) and E-mal Applications

· Well verse in Internet: Data Collection, Data Analysis, Data Mining


	Personal Details
	

	

	Nationality
	:
	Indian

	Marital Status
	:
	Married

	Languages
	:
	English ,Malayalam 

	
	
	


	References 

	Will furnish upon request
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