CURRICULUM VITAE

Leena.

Obtain a responsible and challenging position within your company that will allow me to learn new technologies and skills while utilizing my previous experiences to improve beyond my abilities currently, and also to build a strong business relationship with the company and clients; and exceed expectations to excel within the company.

Highly dedicated, pro-active and motivated.

Excellent grasping power & communication skills.

Excellent decision-making and managing power.

Excellent Interested to contribute in achieving organizational goals.

Enthusiastic and hard working.

Capable of handling any situations.

A good team player who could motivate others in the team.


1) Chicago Technical Contracting, Sharjah , UAE
     Archives Clerk
From Nov-2013- to Till Date
Job Responsibilities: -
· Supervise and coordinate activities of staff

· Administer salaries and work out leave entitlements

· Maintain management information systems (manual or computerized)

· Review and answer correspondence

· Provide secretarial or executive services

· Management of accounts receivable / accounts payable

· Checking employees’ expense reports (travel, representational expenses etc)
2) Mark Ships Maint LLC , Sharjah , UAE
Office Administrator-Cum-Accounts Assistant 
From Sept-2011- to September-2013
Job Responsibilities: -

· Supervise and coordinate activities of staff

· Administer salaries and work out leave entitlements

· Maintain management information systems (manual or computerized)

· Review and answer correspondence

· Provide secretarial or executive services

· Management of accounts receivable / accounts payable

· Checking employees’ expense reports (travel, representational expenses etc)
3) HDFC Bank Ltd., Chettikulangara, Alappuzha,Kerala,India
Corporate Executive

From October 2008 to June 2011

Job Responsibilities: -

· Answer and respond to customers' needs and requirements.

· Build customer relationships through best banking practices.

· Explain to the customer the various benefits of the products being distributed.

· Help the customer to complete documentation and application formalities. 

· Verify the authenticity of the documents and identity of the customer.
4) ICICI Bank Ltd.,  Mavelikara, Alappuzha,Kerala,India

Investment service Executive
From May 2005 to September 2008
Job Responsibilities: -

· Direct selling of Mutual funds, life insurance, General Insurance, Gold coins.

· Build customer relationships through best banking practices.

· Achieving the monthly targets successfully in professional manners..

5) IDBI Bank Ltd, Thiruvalla, Alappuzha, Kerala, India
Tele Marketing Executive

From July 2001 to April 2005
Job Responsibilities: -

· Create customers' database and update.

· Build key customer relationships.

· Perform and handle administrative duties.

· Provide frontline contact with customers.


· Master of Business Administration- (MBA)-Marketing & Human Resource Management (Bharathiyar University , Coimbatore, Tamil Nadu, India-2001)
· Bachelor of Science-Chemistry (Kerala University, Kerala, India,-1999) 
· Pre Degree-Science (Kerala University, Kerala, India-1996)
· Secondary School Leaving Certificate (Board of Examination, Kerala, India)
 
· Ms-Office-2003/2007, Internet & Email  and Outlook
· Tally 9.0

Sex



: Female

Date of Birth


: 07-05-1977
Nationality


: Indian

Marital Status


: Married
Languages Known

: English, Hindi, Tamil and Malayalam
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Academic Chronic:























																						











rooeer Objective
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