Contribute to organizational goals by developing myself as a key resource in the organization.
Synopsis

· MBA (HRM & Marketing) from Kannur University. 
· Experienced in  handling  Admin , HR &  Sales  . 
· Prior worked with  companies like Al shamil- The Total Office and Al Uhdah Trading Co. Ltd.
Key skills and Attributes

· Committed team player with flexible approach to work and to take initiative whenever required.

· Analytical approach in a comprehensive way.

· Maintaining spirit of leadership. 

· Punctual.

· Curiosity to keep learning.
 Professional Work Experience
· Organization: Al Uhdah Trading Co. Ltd. (Al Uhdah is the leading  Sanitary Hardware trading company in UAE)
· Designation: Administration Assistant cum Sales Co-ordinator
· Period: From August 2014  to October 2015
Responsibility:
· Attendance and Leave management, sending details to payroll team for further process.
· Updating, processing and filling of all documents using particular software.
· Preparing Project reports and sales reports.

· Preparing product technical datasheets and product submittals.
· Controlling and coordinating the activities of sales executives.

· Handling all correspondence, preparing enquiries, Purchase order etc.

· Attend to the customers’ queries.

· Provide customers with product and service information.

· Preparing Quotations, and replying to all mails.

· Follow up of Quotations, shipment of orders to vessels.
· Processing of all Purchase orders. 

· Coordinating the delivery of materials to the required place.

· Taking appointments, coordinating meetings and conferences.

· Ensure the products being supplied on time.

· Act as a mediator between departments and employees.

· Preparing official letters

Organization: Al – Shamil- The Total Office
Designation: Administration Assistant cum Sales Co-ordinator
Period: January 2014 – February 2014 (Temporary Basis)
Responsibility:

· Checking and keeping record of outgoing and incoming materials.

· Maintaining and updating stock register of Upholstery Division.

· Preparing the material requisition as when required.

· Maintaining and updating all supplier address and material pricelist.

· Filling and updating the documents in respective files.

· Preparing all correspondence.

· Preparing Quotation.

· Preparing job card.

· Keeping the track of sample fabric /materials.

· Follow up with the client for payment.
Academia

	MBA
(HRM & Marketing)
	Kannur University
	65%

	Kannur University


	Bachelor of Science ( Bsc)
	Kannur University
	77%

	Payyanur College,Payyanur

	PLUS TWO
	Kannur University
	72%

	AVSGHSS,Karivellur

	S S L C
	Kerala Board of Secondary Education
	88%
	St.Mary’s GHS,Payyanur

	Computer awareness
	Microsoft Office
(Word,Excel,
Powerpoint)
	80%
	G-TECComputer Education,Kannur


Professional Exposure                 

Summer Internship Projects
Designation – Management Trainee
Title –Welfare Schemes in HMT Machine tools ltd. 
· Objective- The project was part of the live research undertaken by the company and the objective of my research was to identify the effectiveness and awareness of welfare schemes in Hindustan Machine Tools ltd.
· Findings and Analysis – A combination of both survey questionnaire and personal interview was conducted with the employees of HMT cutting across all levels from top to bottom. Satisfaction levels from findings pointed towards dissatisfaction in infrastructure, career growth plan and monotonous job

 Finally my findings and analysis led to suggestions on improvement of “Quality Of Work life” regarding the above aspects.

PERSONAL VITAE 

Sex

          : Female

Nationality
          : Indian

Date of Birth
          : 02-08-1985

Marital Status
          : Married

Languages Known        : English, Hindi, Malayalam
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