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CAREER OBJECTIVE

To be a part of the challenging team which strives for the better growth of the
organization and which explores my potential and provides me with the opportunity
to enhance my talent with an intention to be an asset to the company.
PROFESSIONAL EXPERIENCE

CITIBANK N.A, DUBAI, UNITED ARAB EMIRATES
Collections Officer , March 2005 - September 2007
· Locate and notify customers of delinquent accounts by mail, telephone, to solicit payment.

· Confer with customers by telephone or in person to determine reasons for overdue payments and to review the terms of sales, service, or credit contracts.

· Locate and monitor overdue accounts.

· Answer customer questions regarding problems with their accounts.

· Record information about financial status of customers and status of collection efforts.

· Trace delinquent customers to new addresses by inquiring at post offices, telephone companies, credit bureaus, or through the questioning of neighbors.

· Sort and file correspondence, and perform miscellaneous clerical duties such as answering correspondence and writing reports.

· Perform various administrative functions for assigned accounts, such as recording address changes and purging the records of deceased customers.

· Perform Administrative and Customer Service duties as assigned.
HR SECRETARY – KINFRA, TRIVANDRUM,INDIA
March 2004-December 2004
· Assists with recruitment and interview process
· Schedule meetings and interviews as requested by HR Manager 
· Assists with the preparation of the performance review forms 
· Assist with exit interviews

· Makes photocopies, fax documents and performs other clerical functions 
· Files papers and documents into appropriate employee files.

· Prepare new employee files.

· Processes mail.

· Perform customer service functions by answering employee requests and questions 

· Perform other administrative duties as assigned.

ER&DCI , TRIVANDRUM , KERALA, INDIA
Computer Lab Assistant-  July 2001 - November 2001

· Instruct and monitor students in the use and care of equipment and 
· Observe students' performance, and record relevant data to assess progress.

· Maintain computers in classrooms and laboratories and assist students with hardware and software use.

· Distribute tests and assignments and collect them when they are completed.

· Assist students individually or in small groups to help them master assignments and to reinforce learning concepts presented by teachers.

INTERNSHIPS/TRAININGS

1. Appolo Tyres, Kalamassery,Cochin, Kerala 

· Conducted  a study on Absenteeism

· Researching and collecting data for various HR initiatives 

· Assist in creating new personnel files

· Other administrative tasks as assigned

2. Asianet Satellite Communications Ltd,Trivandrum, Kerala –

· Employee file documentation

· Assisted in preparing HRIS reports
3. Terumo Penpol Ltd. , Trivandrum, Kerala 

· Work with experienced store managers to learn about store operations, management responsibilities, merchandising, advertising, inventory, bookkeeping, and human resources.
· Preparing all new hire paperwork

 
EDUCATION

· MASTERS IN HUMAN RESOURCE MANAGEMENT
LOYOLA COLLEGE OF SOCIAL SCIENCES, KERALA, INDIA

· PG DIPLOMA IN COMPUTER APPLICATIONS (DOEACC ‘A'LEVEL) TRIVANDRUM, KERALA, InDIA
· BSc  MATHEMETICS, KERALA UNIVERSITY, INDIA
 
ADDITIONAL SKILLS

· Goal Oriented

· Excellent time management

· Strong communication skills

· Excellent ability to adapt to difficult situations

· Good organizational skills

· Quick learner

 

PERSONAL DETAILS

DOB


-15th May 1979

Nationality

- Indian
Visa 
Status

- Husband’s  Visa
Languages known
- English, Hindi, Malayalam


