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Jenitha 
E-Mail :  Jenitha.341970@2freemail.com 
OBJECTIVES

To pursue highly effective career where I can share and enrich my knowledge, to have a successful career by the opportunity where I can improve my leading abilities, skills and talent. Establish myself as a loyal employee and contribute towards the success and development or the goals and aspiration of the institution.
SKILL SET SUMMARY

· Proficient with computer literate such as Microsoft Word, Microsoft Excel, MS Outlook Power point and Internet.
· Proficient skills in administration and Customer Service.
· Very careful to details. 
· Able to handle people and stress and take up challenging task.

· Give my best to attain the personal and the company’s goal and objective.
· Screening, short listing candidates sourced through portals (Naukri, Monster, Times jobs and LinkedIn) and validating them on their experience and interest. 
· Responsible attitude aimed at ensuring Positive Outcomes of assigned projects.

STRENGTHS
· Hard Working to take the new challenges & utilize my skills and abilities.

· Strong verbal and written communication and organization skills.

· Fast Learner with ability to grasp new concepts and technologies.
ACADEMIC QUALIFICATION

· B.A. – St. Aloysius College , Mangalore, India
· PUC – Pompei Pre-University College, Mangalore, India
· SSLC – Little Flower High School –  Mangalore, India
COMPUTER LITERACY

· ERP – Realtor Software  
· Internet, Networking
· MS Office.  
TOTAL WORK EXPERIENCE

· Worked with “Sumadhura Infracon Pvt  Ltd” , Bangalore as Customer Support and Assisting Admin for 1year 9 months.
· Worked with “AJ Hospital” as Sub-Store cum Admin Assistant for 1year.
· Worked with “Fernandes & Associates” as HR Coordinator from May 2016 to December  2016.
JOB RESPONSIBILITIES IN AJ HOSPITAL

· Coordinating with patient party

· Handling the billing & maintaining daily basis of accounts
· Coordinating with doctors

 SUMADHURA INFRACON PVT LTD, BANGALORE
Designation 
   
:  Customer Support and Admin Assistant Executive.
 


Period

   
:  Since July 2014 to April 2016


1 year 9 month of experience in Admin & in the Management field and extensive knowledge of the latest technologies and client relationship managements. I can contribute under high pressure in both independent and a team in foreign and domestic environment. 
Job Responsibility

· Monitoring Customer Service

· Monitoring housekeeping
· Monitoring Paperwork and administration 

· Monitoring Promotional implementation

· Monitoring Staff presentation

· Managing the working environment to ensure that company procedures and legislative requirements are met, with particular attention to health and safety.
· Ensuring that all company systems and procedures are effectively administered within appropriate timescales and in compliance with the company and legislative guidelines.

· ERP up-date

· Coordinating with Admin Department

· Sales Support

· Customer Support

 FERNANDES & ASSOCIATES, MANGALORE
  8 months of experience as Assistant H.R Executive. 

Job responsibility
· Interacting with clients and understanding the requirements

· Maintaining database of prospective candidates.

· Sourcing talent through Job portals.

· Referring Internal Database, Employee referrals etc.

· Screening & short-listing candidates profile as per the requirements of clients.

· Scrutinizing, prescreening & tele-interviewing the candidate.

· Scheduling & coordinating the interview between Candidate & Client.

· Taking feedback after interview.

· Job Porting & Bulk Mailing.
PERSONAL INFORMATION
Date of Birth


:
21st May 1991 

Nationality


:
Indian

Marital Status


:
Single

Languages Known
:
Read/Write/Speak – English, Hindi, Kannada, Tulu and Konkani 

PASSPORT DETAILS

Date of Issue

 :
13/04/2015



Date of Expiry

 :
12/04/2025
 

Visa Status

 :
Visit Visa (Valid till 27/04/2017)
DECLARATION

I do hereby declare that the particulars of information and facts stated here in above are true, correct and complete to the best of my knowledge and belief.

