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OBJECTIVE
Being a committed team player, want to be part of a renowned organization ,to contribute towards the growth of the organization ,based on my expertise and to further my personal capabilities by learning from the new experience with the structured frame work of the organization.
PROFESSIONAL SKILLS AND MANAGEMENT
· PROFESSIONAL MANAGEMENT SKILLS 
· Meeting objectives 
· identifying problems 
· promoting solution 
· Motivating and developing staff 
· Recognized by manager for details orientation and multitasking abilities. 
· Developed a reputation for quality of work and timely completion of projects. 
· Excellent communication skill and customer care service. 
· High-standards of personal appearance. 
· Excellent telephone etiquette. 
· Excellent team building skills 
Thrive in deadline-driven environments.
• Proficient in MS office applications.
EMPLOYMENT HISTORY
RAK HOSPITAL RAS AL KHAIMAH JUNE 2014 TILL PRESENT: FRONT OFFICE IN
BILLING EXECUTIVE
· Receiving patients on arrival with friendly manner. 
· Entered complete details into the computer 
· Deal with advance reservations, booking and fulfill particular requirement. 
· Operate the switchboard, message and enquiries in a discipline manner. 
· Post all transactions to make sure that all bills are kept up to date. 
ESPA AT THE LEELA PALACE AND RESORT NEW DELHI: OCTOBER 2013 TILL JUNE
2014 ESPA FRONT OFFICE / HR ASSISTANCE:
· Provide tier one service by greeting guest as they arrive Answer questions regarding the SPA's services and products Answer telephone calls and provide information asked for. 
· Managing staff schedule and leave. 
· Deal with advance reservations and booking system. 
· Works for excel sheets for capture rate of the day. Maintain end of the month report KPI Promotes spa products and services. 
· Welcomes new employees to the organization by conducting orientation. 
· Provide clerical and administration support to human resources executive. 
· Identifying staff training requirement. 
· Assisting day to day efficient operation of the HR office. 
TOLUNA INDIA PVT.Ltd.GURGAON HARYANA OCT 2012-2013 OCT.
CLIENT RELATION SPECIALIST /HR EXECUTIVE
· Welcome new employee to the organization by conducting orientation. 
· Maintains employee’s information by entering and updating employments and status change data. 
· Provides secretarial support by entering, formatting and printing information, organizing work, answering the telephone, relaying messages .maintaining equipment and supplies. 
· Maintain quality service by following organization standards. 
· Schedule examination by coordination appointments. 
· Substantiates applicant’s skills by administering and scoring tests. 
· Respond to customer call in a polite and professional manner. 
· Investigate, evaluate and settle complaints and claims of customer. 
· Contributes to team effort by accomplishing related results as needed. 
SILHOUETTE HAIR AND BEAUTY THE OBEROI HOTEL NEW DELHI OCT 2010 TILL
OCT 2012 FRONT OFFICE EXECUTIVE
· Managing guest appointments 
· Welcoming and greeting customers who come to the store setting targets for the beauty therapist and hair stylist. 
· Resolving guest complaints and issues. 
· Managing and forecasting retails stock levels. 
EDUCATIONAL QUALIFICATIONS.
· 2015 HRM FROM ZABEEL INTERNATIONAL UAE 
· 2010 MASTER DEGREE IN HISTORY FROM ANNAIMALAI UNIVERSITY 
· 2008 BA (HISTORY) NAGALAND UNIVERSITY 
· 2005 10+2 NAGALAND BOARD OF SCHOOL EDUCATION 
· 2003 HIGH SCHOOL LEAVING CERTIFICATE (NBSE) 
LANGUAGE KNOWN English
Hindi
PERSONAL DETAILS
· GENDER: FEMALE 
