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Personal Data

Date of Birth    : 18.09.1986

Sex                    :  Female
Nationality       :  Indian

Marital Status    : Married
Interests and Hobbies               : Games,    
                               : Music

                               : Traveling. 
Languages Known: English,
                         Malayalam,

                                Hindi & Tamil

Preferences

Location: UAE


	Gulfjobseeker.com CV No: 1482600
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Objective

To obtain the position that affords me the opportunity to utilize my skills in management, interpersonal communication and administrative skills to make strong contributions towards the organization’s goals with a potential for professional growth, which will keep me up-to-date with the current market trends and technologies    

Professional experience: 

1) DUBAI METRO

From : October 2014 to December 2014

Designation : Station Master

Duties and Responsibilities: Lead a team of Station Agents and Customer Service Agents to deliver a safe reliable world class and customer focused station services.

Shift / duty landlord of a station and all persons working in a station are subject to his/ her authority.

Ensuring that the station facilities are in safe and good working order.

Provide effective communications and information with internal and external parties in an efficient and timely manner.

Responsible for the efficient and safe evacuation of station premises in the event of fire or other emergency situations.

Monitor and maintain station operational status and ensure the safety and comfort of passenger movement within the station premise.

Monitor and handle all the station equipments in the correct and efficient manner

Perform revenue and safe deposit handling in clear and transparent manner.

2) DUBAI METRO
From                : April 2011 to January 2015
Designation   : Station Assistant (Customer Service/ Revenue and           

                             safe  Deposit Handling)
Duties and Responsibilities: Monitor and maintain station operational status and to ensure the safety and comfort of passengers movement within the station premises.

Carry out controlled/ uncontrolled/ emergency evacuation of passengers.

Control and mitigate overcrowding in stations and platforms to ensure that passenger’s flows are managed in an orderly manner.

Deliver essential messages to passengers via audio or visual means in a timely clear and proactive manner. 

 Provide ticket sales train service information and respond to passenger enquires, distribute publicity materials and handle lost property.

Assist passenger with special accessibility needs

Revenue and safe deposit handling.
3) SPICES BOARD OF INDIA

From               : June 2010 March 2011

Designation  :  HR and Administrative Assistant 

Duties and Responsibilities:
 Schedules meetings and preparing minutes.
Welcomes new employees to the organization by conducting orientation.

Provides payroll information by collecting time and attendance records.

Submits employee data reports by assembling, preparing, and analyzing data.

Maintains employee information by entering and updating employment and status-change data.

Provides secretarial support by entering, formatting, and printing information; organizing work; answering the telephone; relaying messages; maintaining equipment and supplies.

Maintains technical knowledge by attending educational workshops; reviewing publications.

Contributes to team effort by accomplishing related results as needed.

 Provides administrative and office support  activities for multiple supervisors
Receiving telephone calls, word processing creating spread sheet and presentations and filing.

Educational Details
· MBA in Human Resource& Marketing, (70%) Mahathma Gandhi University, Kerala– 2009

· B.Sc (Botany and Plant Biotechnology), (91%) Mahathma
Gandhi University, Kerala - 2007

· Higher Secondary ,(76%) Board of Education, Kerala - 2004
· High School Education,(87%) Board of Education, Kerala – 2002
Computer Skills


· Operating systems :          Windows XP, VISTA, Windows7

· Packages
          :           MS-OFFICE 2003, 2007, 2010

Competencies


· Good team player. 

· Confident, Loyal, Hardworking and able to work under pressure

· Organized and well-structured at work.

· Independent and self-motivated. 

· Committed to deadlines and schedules.

· Honest, Sincere and a Hard Worker with a high level of Integrity.

Declaration

I hereby declare that the above furnished details are true and fair to the best of my knowledge and belief.

                                                                       








