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Highly Competent and experienced professional with 2 and half year’s track record of
delivering top quality performance in carrying out multifaceted functions. Demonstrate
robust competency in directing wide range of duties within the domains of Administration,
Management teaching and nursing. Demonstrated ability to multitask, prioritize job
responsibilities, perform well under pressure, and maintain strict confidentiality of company
records, coordinate with third parties and surpass performance parameters. Possess high
level analytical aptitude, problem solving capabilities and zest in shaping challenges into
concrete achievements. Also a strategic and fast-track achiever with an exceptional capacity
to lead, train, mentor and guide junior professionals in order to achieve assigned targets
independently towards achieving cumulative results. Seeks a challenging senior work profile
where gained skills, experience and industry knowledge will have a valuable impact.
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	        Strengths

	· Gained 2+ years proven Gulf experience

·  Strategic Planning-Time Management

· Ability to multi-task & meet deadlines

· Good Communication & Interpersonal Skills


	· Outstanding Customer Service Skills

· Analytical – Organization - Coordination skills

· Tact to deal with Multicultural Clientele
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	Educational qualification
	Institution
	Place
	Period
	Grading

	MBA
	Sikkim Manipal UniversityKERALA
	India
	Continuing from 2013
	

	B.Sc. (Nursing)
	RVS College of Nursing, Coimbatore ,TAMIL NADU
	India
	Sep 2006- Aug 2010
	70%

	HSC
	S.N. Trust Higher Secondary School, KERALA
	India
	Jun 2004 to Mar 2006
	80%

	SSLC (CBSE)
	Panbickaveetil St. Sebastian Public School, KERALA
	India
	2004-2005
	75%
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· Overseas sales administrator




Since October2014

Hayatt elevators & escalators, UAE

· Showroom Manager





April 2014- Sep 2014

Impact metals, Iona, India

· Clinical Instructor





April 2012- sept2013

Welcare College of nursing, India

· Scrub nurse






       2011-2012

Ganga Medical hospital, India
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· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication and drove towards contributing to continued business growth.  

· Used initiative and personal judgment in carrying out tasks efficiently and resolving operational issues.

· Established and maintained excellent relations with clients, suppliers, colleagues, staff and management.

· Secured First place in Med Quiz, an inter-college quiz competition.

· Secured First place in Essay Writing Competition on WHO theme.

· Participated panel discussion on Global Warming. 

· Secured First place in Dance and Song competitions
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 HR Management 

· Provide efficient HR & Administrative support to the entire organization. 

· Assist in Formulating company policies pertaining to performance management, appraisal, employee relations, and health and safety standards to improve employee working conditions and others. 

· Coordinated with various Departments and provided needed assistance in the implementation and interpretation of various policies, current employment and labor laws. 

· Conducted employee appraisals, salary review, negotiated with concerned employees on salary structure and provided recommendations on promotions of employees, promote corporate culture of equality despite diversity at all times.

· Carried out end to end recruitment; sourced applicants, screened candidates, shortlisted and recommended to requesting department until deployment.  

· Maintain employees record effectively, payroll administration and other functions assigned by HR Manager. 

Customer Service Management

· Lead, plan, train, and review the work of staff responsible for providing customer service functions and services; participate in performing the most complex work of the unit. 

· Verify the work of assigned employees for accuracy, proper work methods, techniques, and compliance with applicable standards and specifications. 

· Perform the full range of customer service duties; provide customer service and assistance to the public; answer telephone calls, screen and direct calls. 

· Act as the first point of contact for customers while projecting a professional image at all times. 

· Highly proficient in providing first class customer experience resulting to satisfaction, loyalty and retention.

· Respond to client inquiries and problems, providing necessary information and assistance; apply basic concepts, practices and procedures of handling client’s complaints while meeting quality standards for customer services.

· Obtain and examine all information to assess validity of complaints and determine causes. 

· Deal with multicultural clientele; resolve complaints-queries by effective problem solving. 

· Refer unresolved customer grievances to designated departments for further investigation.

· Keep records of customer interaction, details of inquiries, complains, issues, comments and actions taken. 

· Continually develop an understanding of the company’s culture, products, ethical initiatives, other areas of business and reflect the same in everyday performance.

Administration

· Manage the Sales & Business Development process / pipeline for business to ensure the Division achieves sales target.

· Ensure prequalification of the organization with existing and potential customers, to enable in a position to bid for projects within sphere of capabilities.

· Ensure that the enquiries are screened and to determine a sales strategy, risk identification, profit potential and analysis, and to ensure communication of customer needs and expectations.

· Foster and develop positive customer relationships which result in increased business. Understand customer needs and assist in the development of project solutions that satisfy those requirements and provide opportunities.

· Provide inputs to management based on market information to enable the organization to develop capability in areas to give us strategic leverage for future projects.

· Gain thorough understanding of company’s objectives, current market segment and product line and offerings.

· Secure business opportunities by targeting niche market while employing strategic business development and marketing expertise to identity market requirements.

· Direct efforts towards improving revenue, increasing brand visibility and availability of product in the market by identifying the optional product characteristics that will appeal to target market. 

· Coordinate and participate in promotional activities to market products and increase brand awareness.
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     Overseas sales administrator- Hayatt Elevators & Escalators, UAE

· Coordinating the sales between international factories and local companies.

· Maintaining good rapport with the clients and do proper follow up for orders.

· Processing the shipment of goods and ensuring all documents are recorded.

· Work along with bank and get the LC amendment for payment.

· Marketing the products through online marketing.

· Make quotation with specification of products and send Performa invoice to the customer.

    Showroom Manager- Impact metals, India
· Supervise and coordinates activities of workers engaged in customer service activities.

· Observed and evaluates call centre performance, issues instructions and assigns duties to agents, review and checks work of subordinates such as reports, records and applications for accuracy and content.

· Effectively manage reports and records such as complaints, operational and personnel reports.

· Carried out manual E-invoicing, ensure timely dispatch of invoices to all customers, handled customers complaints, escalation management, review and investigate, analyze all customer complaints, prepare internal documentation required for management review and approvals.

· Maintained customer complaints log, developed customer reports to back track achievements and unresolved queries.

· Communicates effectively with other departments and help manage to resolve problems and expedite work, helps agents to resolve problems and completing task assigned.
· Handling customers and evaluating performance of sales executives

· Arranging duties and responsibilities of staff

· Recruiting staff in absence whenever necessary.
Clinical Instructor –Welcare College of nursing
· Periodical/surprise visits to students rooms to make sure that they practice personal hygiene.
· Organize recreational and social programmes.

· Supervise and ensure that the students are getting all the required facilities of the hostel, cleanliness, arrangement of night pass to the students, routine work of the mess, and maintenance of the roll call of the students.

· Ensure discipline of the students; follow rules and regulations of the hostel.
Scrub nurse- Ganga Medical Hospital
· Works directly with the surgeon within the sterile field, passing instruments, sponges and other items needed during the procedure.

· Responsible for the sponge counts, the blades and needles and instruments check throughout the procedure.

· Has a job requiring anticipation, quick reactions and conscientious observation as well as knowledge of anatomy and of procedures

· Ensure all resuscitative equipments are in working order.
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· Excellent organizational, interpersonal and multitasking skills.

· Exceptional written and verbal communication skills. 

· Attained  IELTS Score : 6.5

· Able to exercise good telephone etiquette.

· Willing to work in high pressure.

· Proven ability to take instructions and work independently.

· Ability to effectively and efficiently handle multiple, simultaneous and complex tasks.   

· Skill in organizing resources and establishing work priorities, including ability to analyze situations accurately and adopt an effective course of action.   

· Knowledge of standard office management principles and procedures
· Knowledgeable in MS Applications - Word, Excel, PowerPoint & Outlook.
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· Carried out research project to assess the ‘Prevalence of Obesity among College Girls’ in selected areas of Coimbatore. 
· Project on Hr policy of employees in Impact equipments.
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Age/ Sex



26/ F

Date of Birth



27/08/1988

Marital Status



Married

Nationality



Indian



Visa




Residence Visa
Languages known

               English, Hindi, Malayalam & Tamil 

