
CAREER OBJECTIVE
To pursue a HR / Admin and Customer Service Role in a reputed firm, with the approach to take up responsibilities to accomplish organizational goals where in my skills and potentials are being utilized to the maximum alongside focusing on the scope of enhancing my personal skills & gaining maximum knowledge during my tenure to contribute to the growth of the firm
SKILL SETS
· Client & Customer relation Management

· Resource Management

· Office Administration & Management

· Team Training

· Event Management

ACADEMIC PROFILE
· May 2012-May 2014: MBA in HR  Andhra University, Visakhapatnam
· Jan  2006-Mar 2007: Advanced Diploma in IT  William Carey College, London
· Mar 2001 -Mar 2004: BSc  Microbiology Andhra University, Visakhapatnam
Certifications & TECHNICAL EXPERTISE
· Post Graduate Diploma in Computer Applications
JOB DESCRIPTION
1. May ’14-June’15, Executive Assistant, India.

International School is an education sector part of People Combine Group.
Roles & Responsibilities:

· To perform highly responsible confidential and complex secretarial and administrative duties for the Director of the School. 
· Maintain daily calendar for assigned management staff, schedule meeting and appointments.
· Research and assists in preparation of annual budget, complies and input budget data submits budget recommendation.
· Coordinating with other departments and division in preparation of accurate reports on time and monitoring quality by following standard operating procedure.

2. Jun ’09- May ’12, HR Sales Assistant, United Kingdom.
Virgin is a leading international telecommunications group. 
Roles & Responsibilities:
· To work closely with Human Resource manager and co-ordinate the recruitment activity for any new roles, ensuring adherence to Company policy and practices
· To ensure probationary review meetings are conducted in a timely manner and provide advice and support to Line Managers where necessary.
· In conjunction with the Line Manager, to arrange, investigate and attend employment related meetings including disciplinary, grievance and appeals.
3.  Sep’ 06 - June’09, Team leader, United Kingdom.
Dixons Retail plc is one of the largest British consumer electronics retailers in Europe.
Roles & Responsibilities:
· Meeting sales targets set by the manager to the highest standards in accordance to the company
· Encouraging sales and training to all the new employees
· Making sure that the business is running smoothly by managing the shop floor
by maintaining the stock supplies, supervising the staff
· To handle any kind of complaints from customers and deal with them professionally
· Work in co-operation with the team and other departments to maintain effective

Working relations
PERSONAL DETAILS
Nationality

: Indian

Marital Status

: Married

Languages Known
: English, Hindi, Tamil, Telugu and Malayalam
Gender

: Female
Job Seeker First Name / CV No: 1798716
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