Professional Objective
To build my career with an organization that will utilize my MANAGEMENT, SUPERVISION & ADMINISTRATIVE skills to benefit mutual growth and success.

Executive Profile
Dedicated and focused Admin Executive who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals. Seeking a role of increased responsibility and authority.
Skill Highlights
	· Leadership 
	· Human Resources(HRM)

	· Communication skills
	· Dedicated Team player

	· Self-motivated
	· Strong interpersonal Skills

	· Time management
	· Employee relations

	· Advanced MS Office Knowledge
	· Result oriented


Employer
Admin Executive at GEM Education System (July -2014 to March-2015)

Key Responsibilities:
· Completing projects by assigning work to clerical staff; following up on results.

· Prepare material for organizational-level meetings, such as governance committees, board of trustees meetings or community-related meetings.

· Prepares reports by collecting and analysing information.

· Welcomes guests and customers by greeting them, in person or on the telephone; answering or directing inquiries.

· Event Management, organizing meetings, conferences, making travel arrangements and hotel reservations for guests & foreign delegates.

· Upkeep of office administrative facilities and ensure availability of daily miscellaneous requirements to provide harmonious work culture to employees.

· Looking after day to day office activities, record attendance and checking attendance register.

· Preparing offer/appointment and various other letters and issue them to employees.
· Studying performance of the employees and motivate them.
· Managing Housekeeping staff & Supplies.
· Preparing purchases for offices and approvals.

· Prepares reports by collecting and analysing information.

· Contributes to team effort by accomplishing related results as needed.
Industrial Experience [As a part of academic activity] 
Worked as an intern at Raidco Curry Powder Factory, Kannur for a period of 45 days conducted a research on Welfare and Benefit Scheme of Employees in the organisation.
Academia
· Master in Business Administration(Human Resource and Finance) -VLB Janakiammal College of Arts and Science [2011-2013 : 78%]
· Bachelor of Commerce with Computer Application- ITM College of Arts and Science, Mayyil [ 2008- 2011 : 75%]
Personal Profile
Date of birth


: 20-03-1991
Gender 


: Female

Marital Status 


: Married
Nationality


: Indian

Languages

: English, Hindi, Malayalam,
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