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Career Objective 
To work in a challenging environment by seeking a position  asFront Office Executive,Admin.Assistant/ Coordinator, HR Assistant, with a reputed organization, where I can apply my acquired knowledge, experience  and skills; working in a team environment and thereby continuously growing and contributing the objectives of the organisation, along with.
PERSONAL ATTRIBUTE: 
· Hard working and enterprising 

· Adaptability and very good grasping power.

·  Initiative, posses  team spirit.

· Systematic and analytical way of working. 

· Good inter-personal relationship, Optimistic, Quick Grasping Abilities. 

ACADEMIC CREDENTIALS :
· 2012 - 2014 - MBA specialization in HR, Finance(sub) from MG University, Kerala 

· 2008 - 2012 - BA, Economics from Kerala university
COMPUTER EXPOSURE: 
· Proficient in MS office c Applications,  MS word, MS Excel, MS- PowerPoint, Internet Etc.
Work Experience:

Front Office Executive/Secretary with Muthoot Medical Mission( Hospital), 
Kerala, India. ( 6 Months)

Work Profile:

· Attending incoming calls and walk- in Patients, Receive, direct and transfer telephone messages and fax messages.

· Taking care of registrations and follow up and updating the patients with registration status.
· Taking care of Appointments- walk in and telephonic.
· Maintain the general filing system and file all relevant documentations.

· Maintain an adequate inventory of office supplies by coordinating with Store.
· Respond to public inquiries, Provide secretarial support, monitoring incoming e-mails and directing to relevant dept’s.
INTERNSHIP DETAILS:


Organization 
-
S.D PHARMACY Pvt. Ltd


Duration 
-
3 WEEKS.
An internship programme for familiarizing organizational environment.
15 days summer training in the HR dept. for studying the department functions.
Have acquired a deep understanding about HR functions like-

Recruitment , selection & induction CX
Training & development 

Performance appraisal

ACHIEVEMENTS 

· A detailed study has been conducted over various departments like Front Office Operation, Admin.activities,  HR/Finane dept. to understand various roles in the organization and their duties and responsibilities. 

· Acquired practical knowledge in relation with theoretical aspects learned.

· Able to contribute with a SWOT analysis report addressing in strategic important areas, with feasible suggestions.

Hobbies & Activities 
· Music
· playing Keyboard & cricket 
Personal Profile

Sex


-
Male


Marital Status

-
Single


Date of Birth

-
January 24, 1991


Nationality

-
Indian


Languages Known

(to speak/ read/ write)
-
Malayalam, English, Hindi
Visa status

-
Visit Visa 
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