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RESUME

REETHA
REETHA.320455@2freemail.com  
OBJECTIVE :

Seeking a challenging position in the field of Customer Relation Executive/Admin Assistant/Counsellor/Telemarketing
Experience :

Company: Brillianz Education Solutions LLC, Karama, Dubai.  


 (Sep 2013…Present) 

Nature of Business: Education Consultant

Clients: Promoting Jaipur National University, Bharathiar University,  Lincoln University….
Role : Senior Team In-charge  (Customer Relations)


Calls Management: Contact the prospects, create awareness about the programs, convince them about the usefulness of the programs according to their requirement; help them to explore the usefulness of the program in their career.  Attending phone calls from students, their parents and assisting them with their various queries.

· Assisting the Marketing team: Provide assistance to the Marketing Team in Lead Generation whenever necessary

· Meeting Arrangement:  Maintain a regular contact with the prospects, inquiring about their requirements and inviting them for an official meeting with the concerned counselor. Should handle Outdoor Meetings in case the necessity arises.

· Counseling : Meeting with the students and their parents for a discussion on the choice of  course, convincing  and converting them to the admission

· Documents Collection: Collecting all the necessary documents from the candidates and maintain a Soft and Hard Copy as per the office administrative system.

· Records keeping: Keeping all the relevant records both in the soft and hard copy and  made easily accessible.

· Re-payment Collection: collecting all the dues from the customers in respect of their installments.

· Admin work-all the administration work related to the admissions procedures

Company: Premedia Global Pvt. Ltd., Ascendas IT Park, Taramani, Chennai.

(Aug ’06 to Jul ‘09)
Nature of  Business : Publishing / Typesetting service to US & UK clients.

Clients : Allyn & Bacon, Addison Wesley, Delmar, Wadsworth, McGraw-Hill, HMC, Longman, Nelson, Pearson, Thomson prepress and Printice Hall

Role : Quality Assurance - Assure the final products, Team co-ordination, Client co-ordination, Trouble shooter for any kind of typesetting issues.

I am having  5 years of experience in publishing industry.

Emphasize on strong cost effective organizational skills with excellent employee and client relations. Thrive on working in a challenging environment. Highly organized with attention to detail. Strong sense of responsibility and self-motivation. Ability to handle multiple assignments in highly pressured situations and consistently meet tight deadlines or schedules. Detail-oriented and analytical; able to accurately identify, assess and solve problems. Solid leadership and motivational abilities with capacity to foster optimum team productivity, efficiency and quality of service performed. Demonstrated planning skills with the ability to co-ordinate scheduling to ensure proficient production operations. I have strong human resource/personnel skills; able to create successful team environments by clearly defining objectives, measurable results and providing professional development training. Excellent communicator possessing a strong presentation, negotiation and closing abilities.

Company: Techset India Composition Pvt. Ltd., Guindy, Chennai. 


(Aug ’05 to Aug ’06)
Clients : IEE, OUP Journals, Emerald, T&F.
Role : Senior Proof Reader  - Quality check the final products, Team co-ordination, client co-ordination, trouble shooter for any kind of typesetting issues.

Company : QPro Infotech Pvt. Ltd., Nungambakkam, Chennai.


(Apr ‘03  to Jul ‘05)
Nature of  Business : E_Publishing service to UK clients.

Clients : T&F, Elsevier journals, Royal  Society, Topley.
Role : Technical Editor
Key works:

· Able to create specification / Experienced in math articles / Books.

· Well versed in all kinds of styles and specifications.

· Knowledge in Quark, Indesign, and Adobe Illustrator.
Skills :

I am bringing to your attention my skills, achievements and ability to produce under pressure and multifaceted conditions so that we may discuss the position. My work ethic is founded on "whatever it takes attitude" and diligent persistence to ensure all projects is completely fulfilled to the utmost. I am looking for a company that rewards performance consistently.

Special Skills:

· Typewriting passed in English (Lower)
· Completed PGDCA
· QA work experience in Quark, Indesign, ETM V1 & V2 & 3b2 platforms.
Educational Qualification :

· M.Sc. Forensic Science  
University of Madras, Chennai, INDIA. 

(First class)
· B.Sc. Biochemistry 

D.G. Vaishnav College, Arumbakkam, Chennai. 
(First class)
· H.S.S. 


Anna Adarsh Matric Hr. Sec. School, Chennai. 
(First class)
· S.S.L.C. Matric 

Velammal Matriculation Hr. Sec. School, Chennai. 
(First class)
Additional Information :


Throughout my professional career, my experience has ranged from Indexer, Proofreader to Competency Quality Assurance. The positions have been fast-paced, challenging, and broad in scope and have required strong technical and strategic planning capability. I have been instrumental in the improvement, streamlining of these operations and have progressed quickly as a result. I feel that my experience and insight can be utilized to the advantage. My proven record of achievement has led to rapid career growth and tremendous amounts of additional responsibility.

I have profitably applied skills in analyzing and implementing business strategies in Project Development, Budget Management, and Management Leadership to achieve superior results on all endeavors. This has been rewarded with multiple opportunities and a reputation for solving problems.

I am bringing to your attention my skills, achievements and ability to produce under pressure and multifaceted conditions so that we may discuss the position. I will work hard to achieve results and look forward to discussing how I can contribute to future success. I can be reached at the below e-mail address or phone number. Thank you.

