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VISA STATUS  : Holding husband sponsorship visa

Seeking an opportunity with an esteemed organization, where my qualifications & experiences can be utilized to enhance my professional, intellectual, financial
and social growth, preferably a position suitable to my qualification and OBJECTIVE experience.
An MBA professional, having exceptional knowledge on Human Resource Management. Skilled at learning new concepts quickly, and communicating ideas clearly and effectively. Extensive computer training, including knowledge of
PROFILE
various applications and packages.
· Creative and result oriented, Able to work independently. 
· Handle critical process with easy and accuracy, Complete high volume within 
HIGHLIGHTS
dead lines.
· Strong ability to delegate responsibilities and perform many tasks at once. 
· Skilled in high volume work flow with creative problem resolving capabilities. 
	SKILLS
	Employee Relations, Assist to Recruitment Manager, Administrative Support,
	

	
	Business Administration, Team Management, Project coordination, Excellent
	

	
	
	

	
	Command on English, oral and written and Well versed with MS office,.
	

	
	
	

	EXPERIENCE
	Worked in S.V INFOTECH (Training and Development) as Jr. HR & Admin from June
	

	
	2007 to July 2010 in Hyderabad (Andhra Pradesh).
	

	
	
	

	
	

	Education Qualification:
	


	QUALIFICATION
	SPECIALIZATION
	YEAR
	Percentage
	UNIVERSITY
	

	
	
	
	
	
	

	
	
	
	
	
	

	MBA
	Human Resource
	2008-2010
	53%
	
	

	
	Management
	
	
	Sikkim Manipal University
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	Sri Venkateswara
	

	B. Sc
	Science
	2004-2007
	74%
	University
	

	
	
	
	
	
	

	
	
	
	
	Board of Intermediate
	

	Intermediate
	M.P.C
	2002-2004
	60%
	Education
	

	
	
	
	
	
	

	
	
	
	
	Government High
	

	SSC
	-
	2002
	72%
	School
	

	
	
	
	
	
	



	Title of the position
	:
	Customer care and Admin

	Over all Responsibility
	:
	Customer care and Admin Related matters.

	Roles & Responsibilities
	:
	


· Greeting Clients and customers and Respond to Client and customer inquiries. 
· Answering and forwarding phone calls to concern staff. 
· Provide administrative services as required. 
· Arranging and receiving couriers. 
· Maintain the general filing system and file all correspondence. 
· Assist in the planning and preparation of meetings and conferences. 
· Keeping Reception area clean and tidy. 
· Carry out instructions given by the management team and head office. 
· Assist for data encoders regarding monthly time sheet and payroll issues. 
· Maintaining the employee’s personnel files and producing to the personnel Manager when required. 
· Follow up administrative issues for contributing a good customer service. 
· Facilitate communication between employees and management. 
· Maintaining staff attendance records. 
· Coordinate with corporate head office. 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	PERSONAL
	Date of Birth
	:
	06-01-1987
	

	PROFILE
	
	
	
	

	
	
	
	
	

	
	Sex
	:
	Female
	

	
	Marital Status
	:
	Married
	

	
	Nationality
	:
	Indian
	

	
	Languages known
	:
	English, Hindi, Telugu & kannada.
	

	
	
	
	
	



Place
Date:
