CURRICULUM VITAE

Vineetha

CAREER OBJECTIVE
To associate with an organization which progresses dynamically and gives me a chance to update my knowledge and enhance my skills, in the state of art technologies and to be part of team that excels in work to words, the growth of organization and my satisfaction thereof.

WORK EXPERIENCE

♦ADMINISTRATOR ♦
(JUNE 2015- JANUARY 2016)
Responsibilities

· Accreditation of international training courses such as NEBOSH, IOSH, WSO, IRCA, and ISQEM.
· Knowledge and preparation of KHDA and ACTVET, Dubai Municipality documents.

· Preparing Employee Hand books and Manuals.

· Coordinate meetings and other activities.

· Conduct Orientation program and motivational speeches.

· Be involved in staff trainings and development, preparation of job descriptions, staff assessment and promotions.

· Supervise and coordinate activities of staffs.

· Preparing all office related documents.
REDINGTON INDIA LTD( MARKETING COORDINATOR♦

(SEPT 2011 - FEB 2015)

Responsibilities:
· Mainly handling Non IT Products like Apple iPods, Apple Mac Machines, iPads and Apple Accessories.

· Marketing new products range of Jabra headsets, Map My India navigation devices, & Xbox games & Amazon.

· Preparing quotation, Market reports, sell through report, retail tracker etc and monitoring salesdata.

· Establish & maintain efficient relationship with new and existing clients.

· Job includes providing solution to the partners, according to the requirement of their customers.

· Handling all sort of transactional processes. 

· Assist marketing team to achieve their targets.

· Handling partner relationship with the organization.

· Preparing & handling all kinds of reports needed for the business team on weekly or monthly basis.

· Arranging stocks as per the requirements of the partners.

· Providing support to field based executives

· Follow up of pending payments

· Providing support for all in bound sale enquiries, quotations or redirection.

APTECH COMPUTER EDUCATION( ADMINISTRATION & COUNSELLING♦
(MAY 2011- AUG 2011)

Responsibilities:

· Educating students and parents about colleges, the college admissions process, trends, procedures, and testing; advising and supporting classes.
· Meeting with all college admissions representatives who visit our campus and facilitating meetings between college representatives and our students.
· Collecting databases from various colleges, calling and updating them about various courses available and its scopes in new scenario.
· Following up the students and their parents through calls and meeting them.

· Convincing and making the students join the career programs.
KEY STRENGTHS
· I am a versatile and confident person and use my analytical and logical skills to judge upon things and make a decision.
· Managing the customers and dealers and maintaining a good relation.
· Deliver consistent customer experiences and act on customer feedback.
· A creative and professional team player.
· Possess communication skills, listening with ability to meet deadlines and accomplish tasks effectively.
· Ability to analyze, plan manage and keen to learn and adapt to new technologies.
· I always take initiative in improving things and situations and convince others to join me.
· Extrovert and friendly with everyone.
ACADEMIC CREDENTIALS

I. Post-Graduation -MBA Human Resource     –  MG University – 2010

II. Graduation -Bachelor in Science Botany  -  Calicut University – 2008

III. Higher Secondary Education -AISSCE (12 Science) – Under Central Board of Secondary Education Board, Delhi – 2005.

IV. AISSE - Under Central Board of Secondary Education Board, Delhi – 2003.
V. Diploma in Indian and Foreign Accounting from GTEC (Sept 2010- April 2011)

IT PROFICIENCY
· Microsoft Office Word, Microsoft Office Excel, Microsoft Office Power point, Microsoft office Outlook.
LANGUAGES KNOWN
English (fluently), Hindi (fluently), Malayalam (fluently), Arabic (Writing and Reading) & Tamil (fluently)



PERSONAL DETAILS
· Nationality: Indian
· Gender: Female
· Marital status: Married
· Permanent address :PO Box 57247, Near Philippines International School, Baniyas East, Abu Dhabi, UAE
PASSPORT DETAILS

Date of Birth                  : 02.02.1987

Date of Issue                  : 20.08.2010

Date of Expiry                : 19.08.2020

VISA Status                    : Resident Visa

DECLARATION

I hereby declare that the above particulars are true and correct to the best of my knowledge and belief and in the event of any information being found false or incorrect, my candidature will be liable to be cancelled.
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