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D0NAL.
343614@2freemail.com 
BBA  holder, seeking assignments in Administration & Customer service.
CAREER OBJECTIVE
To share my knowledge and capability to the success of the company. Showing and sharing my abilities in the company where I belong and doing good for the task given me as my duties and responsibilities engaged upon.

Adaptable and highly efficient professional with passion for career in administration.

Duties & Responsibilities
· Served as first point of contact in handling agent inquiries; and maintain all filing system; and ensured prioritizing client care.
· Ensured to deal with confidential information carefully.

· Followed and managed each office transaction from start to closing.
· Filing and storing paperwork, documents and computer – based information manually and electronically.

 

ACADEMICS

· BBA. From University of Bharathiyar(Coimbatore) 2015 
· MBA . From University of Bharathiyar (Persuring)
Achievement
1. Award for best seminar coordinator, Based on the topic crew management & customer service.
2.  Award for best cricket team, school days.
Experience
· Company Name : Sea Rock Hotel Kerala

Position Title: Administrator / Receptionist
Industry: Hospitality

Duration: June 2015 – December 2016 

IT SKILLS
· Well versed with MS Office (Word, Excel, PowerPoint & Outlook Express), & Internet Applications.

PERSONAL DETAILS

Date of Birth:
  20th Feb 1993
            Present Address:      Rolla, Sharjah
Marital Status:  Single



Nationality:
  Indian


  Languages Known: 
  English, Tamil, Malayalam & Hindi.
CONCLUSION
     I DONAL, Do here by declare that all the information provided by me above is true, correct and complete to the best of my knowledge and belief. It is the short profile about me. I have great gratitude to yourself for spending your valuable time for having a glance in my profile.
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