Curriculum Vitae
Agnelo
Email: agnelo.160550@2freemail.com  

 
 

EMPLOYMENT RECORD:     
Currently working for Palmarinha Holidays & Palmarinha Resorts and Suites as Member Service and Administration Manager.

BUSINESS MANAGER CUM ADMINISTRATION MANAGER


Pied Pipers Goa – India



March 2013 – April 2013
Owner Relation Officer cum Administrative Manager
                                                       Royal Resorts, Goa - India                                     September 2006 till Nov 2012
RESPONSIBILITIES

1. Office and Human Resource management. 
2. Negotiation of deals for the company under sales and Marketing in time share signing Legal Contracts with members.

3. Customer Service / Aiding to Existing Members of the club, solving queries. Which include answering calls, replying to emails
4. Supervision of functioning of offsite offices.

5. Training and motivating Staff.
6. Executing regular inventory checks.
7. Handling petty cash maintaining daily and weekly records.

8. Aiding the IT department in networking of business systems.
ACHIEVEMENTS
Was awarded by the management of Royal Resorts for offering superior administration support.
                                                      ________________________________________________________________

           SHOP MANAGER

The Chic Shop, Goa – India                                  October 2003 till April 2006 
(Oct 2003 – Sep 2004 Part time & Oct 2004 – April 2006 Full time
Dec 2012 – Feb 2013 Full time)                                  
RESPONSIBILITIES

Managing the entire establishment.
                                       Maintaining sales records and accounts.
                                       Executing regular inventory checks.
                                       Building relationship with clients.
                                       __________________________________________________________________ 
          CUSTOMER SERVICE EXECUTIVE 
Zenta Outsourcing, Mumbai - India                            June 2006 till August 2006
RESPONSIBILITIES

                                        Provided customer service while working for an outbound process.
                                       __________________________________________________________________
          CYBER CAFÉ HOST




           (Part time)
          Lobo Cyber Café, Goa – India                                    January 2005 till June 2005
RESPONSIBILITIES

                                        Managing operations and day-to-day business in the establishment.
                                        Providing customer and IT-related assistance.








 

EDUCATIONAL DETAILS:      EMBA in Human Resource Management     
          Year: 2011
                                                            Indian Institute of Business Management and Studies 

 Result: Passed with Grade ‘B’      
          
                                                         BACHELOR OF ARTS                                                                         Year: 2004 

              St. Xavier’s College, Goa – India
              Result: Passed with a second class
 
PROFESSIONAL COURSES:    Advanced Certification in Web Application                Year: 2002
                                                         National Institute of Information Technology, Bangalore - India
  

OTHER INTERESTS:                 Making friends, Interior decoration, computer programming, 
             creating handicraft using shell, wood and thermocol art work, 
             playing the guitar, singing.
PERSONAL INFORMATION:   Date of Birth: October 15, 1982                      

                                                         Nationality: Indian

                                                        Religion:
Roman Catholic

                                                        Marital status: Married

STRENGTHS:


Very quick to adapt with new environment.
I hereby affirm that the above information in factual to my understanding. 

