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Competent and diligent professional having diverse experience of over 2 years in the area of customer caring, Performance Management, Employee Relations &Administration and Business Development etc.
My career objective is to get involved in technical development and management role in Administration/Customer Relation fields. I seek an opportunity to learn and develop to contribute to the success of the organization by providing support in organizational development.


· Doing Master of Business Administration in HR Management at Madras University, India.
· Graduation in Communicative English from University of Kerala, India 
· Higher secondary from Carmel girl’s higher secondary school, Trivandrum, Kerala.
· High school from NirmalaBhavan Higher Secondary School, Trivandrum, Kerala.
· Managing Day-to-day activities relating administrative facets including operational support, administrative support, selection and staffing, discipline & welfare etc.
· Know proper utilization of time.
· Analyzed operating practices and procedures to create new and to revise existing methods.
· Established and maintained comprehensive and current record keeping system of activities and operational procedures in administrative office.

· MAX LIFE NEWYORK PVT.LTD, - Customer relation executive cum plan advisor,INDIA.
· SAKALATHUM.COM - Admin executive,INDIA.
· ELLARC SOLUTIONS PVT.LTD - Marketing Executive, INDIA.
· SAIF ENGINEERING – HR Assistant, RAS AL KHAIMAH.
· PR Executive, DUBAI.
· Online Visa processing.

· Keeping  updated tracks of employees.
· Online ticket processing.
· Handling MOLSite [ministry of labour].

· Holding  IRDA license.
· Compiled and maintained listed and records.
· Organize and maintain computerized records containing vendor and bid information.
· Managed client support services and assure time bound delivery of essential materials and services.
· Receive,open,screen,log and date stamps bid responses/quotations, mail as required and organize bids for review by the specialist.
· Perform general clerical duties such as maintaining general files, typing, and data entry and opening mail.
· Coordinate and schedule meetings and appointments.
· Assist in answering incoming calls.
· Perform related work as required.
· Handling customer complaints and related issues.
· Maintaining records and feedback. 
· Coordinate and direct office services, such as records, reports, and personal files of the staffs, leaves of the staffs etc.
· File and retrieve corporation documents, records, and reports.
· Answer telephone and gave information to customers and transferred message to appropriate individuals.
· Showroom Sales and Customer Service.
· Customer Relation and Follow up to Clients.
· Holding a valid Indian driving license.

· Drawing
· Painting

· Internet surfing

· Travelling

· Cooking

· Dancing

· Sports

· Mehendi designing
· Jewellery making


Have done internships at Air India and at Kairali channel, Trivandrum, India.

· Completed training at Kerala IT Mission.

· Have done training in Computer Operational Skills.
· Have done Certification Specialized Course in M.S Office.
· Photoshop.
· Data Entry.

· Date of Birth : 25-2-1991
· Sex : Female
· Marital Status : Single
· Nationality : Indian
· Religion Caste: Muslim (Islam)
· Languages Known: English, Malayalam, Tamil, Urdu, Hindi, Arabic and 
French.

· Self-Motivation
· Fast  learner

· Sincere & Hard working
· Good communication skills
· Leading & Group working capability
· Ability to build customer relationship
· Willing to work efficientlyand effectively
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