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CUSRRICULAM VITAE

SHAMI
SHAMI.266148@2freemail.com  

  CAREER OBJECTIVE

Aims to be a part of organization that provides me an opportunity to do my Best and improve my knowledge with latest trends and to be part of them to work dynamically towards the growth of organization.
WORK EXPERIENCE
Vasan Eye Care Hospital, Coimbatore, India
Customer care executive -2010-2012

· Providing information to the patient about hospital procedures

· Asses customer needs and inform them of available options

· Directing and assisting VIP patients throughout the procedures

· Ensure that each customer receives good service

· Coordinating with all departments

· Handling customer complaints 

Vasan Eye Care Hospital, Coimbatore, India
 Sr.Operations executive-2012-2015
· Assisted general manager  in all administrative  process 
· Coordinating with each and every department
· Handling all administrative tasks in hospital
· Schedule and coordinate meeting for staffs
· Hiring and training new front office staffs

· Responsible for customer needs and complaints

· Assigning duties to doctors and staffs 
· Responsible for finance 

· Submitting  monthly patient satisfaction report  to the director 

· Giving grooming training for all staffs 

Cross Ocean Technical Services LLC,Uae
Secretary cum Receptionist-2016 Jan to march

ACADEMIC QUALIFICATION
Graduation in Tourism from Indira Gandhi University with 55%marks in 2014

BTECH HNC in aviation hospitality &travel management from Frankfinn Institute of Airhostess Training  

In 2009

Plus Two from GMHSS Calicut university  with 63% in 2008
SSLC  from GVHSS Chelari with 80% in 2006
STRENGHTS
Keen to learn new skills 
Analytical mind and positive attitude

Adjustable to changing environment

Communication to responsibilities

Honest and Trustworthy

Familiar with operating systems like MS word , excel, PowerPoint
OTHER ACHIEVEMENTS
· Certificate of Air Host Training with Jet Airways Charter Flight

(In-flight Cabin crew operations, Check-in, Security Procedure and Arrival Services)

· Certificate of completion of Galileo CRS Basic & Advanced Course

· Certificate of appreciation in customer care (vasan eye care hospital)

Languages Known

English, Hindi, Malayalam, Tamil
Declaration

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