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Asha 
Email: Asha.348474@2freemail.com 
Date of Birth: 4th Feb 1989

Nationality: Indian

Marital Status: Married
Employment Visa
CAREER OBJECTIVE
Seeking a challenging opportunity where I will be able to utilize my strong organizational skills, educational background, and ability to work well with people, which will allow me to grow personally and professionally.
PROFESSIONAL EXPERIENCE
· TUSCANY HOSPITALITY FZCO


Designation: HR Executive cum Sales Supervisor
Duration: June 2014 – till date 
(Tuscany Hospitality Fzco, supplies quality range of linen products to hotels and new projects. They offer complete range in Bed linen, Bath linen, Table linen and Down Duvet & Pillows in various ranges of qualities as a complete package of linen requirements to the clients.)
Responsibilities:

HR EXECUTIVE
· Writing up professional job adverts.
· Acting as a first point of contact for anyone enquiring about a vacancy.
· Sourcing the resumes through different job portals and shortlisting the ones which matches the current requirement.
· Scheduling interviews and taking the first rounds of interviews.

· Co-ordinating with the applicant and management for the final rounds and appointments.
· Conducting Induction to the newly joins on their overall job profile, HR policies and the product.

· Maintenance of the HR records and systems.
· Payroll and gratuity calculations.

· Updating the employees with the management’s new decisions and policies through memos and mails.
· Make travel arrangements & organised accommodation for senior managers.

· Prepare contracts and relevant documents as and when needed.

· Making arrangements for employee engagement programs like birthday celebrations, family meetings etc.
· Preparing and presenting Power Point presentations based on the sales report generated.
· Preparing Minutes of the meeting.

· Responsible for the overall administration of the office which includes attending the calls, responding to the emails, arranging stationery for the departments, booking couriers etc.

SALES SUPERVISOR

· Receiving all transactions from major clients, suppliers down to pre-production.
· Prepare Formal Sales Quotation, submitting orders, Schedule and follow up with the Suppliers on regular basis. 

· Handle sales report, Cost Estimates.
· Perform other duties that are assigned from time to time
· Demonstrated ability in building & maintaining healthy business relations with
customer and enhancing customer satisfaction matrices by achieving delivery & service norms.
· An effective communicator with good presentation skills and abilities in establishing
beneficial relationships with working partners.

· Preparing Performa Invoice, Sales Quotation, Sales Order, Delivery Note & Sales Invoice.
· Coordinating & liaising with the Freight Forwarder for shipments.
· Responsible for the timely preparation of Quotations and proposals.

· Sales order creation in MS Excel.

· Administers all sales tracking and management reporting.

· Co-ordination with Production, Planning, shipping, packing department for the post sales order.

· Track shipments from issuance of Purchase Order to delivery to final destination.
· Update databases and other reporting tools to maintain visibility of order and delivery status.

· Responsible to support accounts and follow up on payments with customers in case of overdue payment.

· Submission of weekly reports to customers on their orders.

· Co-ordinate and assist customers in meeting their merchandise requirements.
· Responding to customer’s emails and queries.
· DOCTORS DIAGNOSTIC CENTRE, KERALA - INDIA
Designation: HR EXECUTIVE

Duration: November 2013 –March 2014
(The DDRC Group of Laboratories was founded in 1983 as Doctor's Diagnostic Centre in Ernakulam. They are the pioneers in professionally managed clinical lab for the diagnostic services in Kerala. The Group is remaining in the frontline of the health care field in Kerala with its philosophy, concepts and technology.)
Responsibilities

· Responsible for the full employee life cycle from sourcing, recruitment, induction to exit.
· Fully responsible for the day to day running of the HR office.

· Visiting the 14 branches of DDC along the operations head once in a month to review the documents maintained and overall performance of the branch.
· Responsible for all office administrative duties. 

· Provides assistance to department heads and staff member. 
· Organizing office documents, office systems, and stationery/equipment supplies. 

· Ensuring that office rules and regulations / policies are strictly followed.  

· Arranging meetings, taking minutes and keeping notes. 
· Introduction of new employees to all departments within the Head Office 

· Set up staff files for new employees ensuring that at the outset the file contains C.V., employment offer, copy of certificates, passport size photograph, passport copy etc 

· Maintenance of personnel records (staff files) for employees and staff of In House Companies.
· Payroll, Provident Fund and gratuity calculations.

· Communicating with government offices like the Provident fund office, ESI office etc on a regular basis for updating the employee data base in the systems.
· Advise Financial Controller of information (date of joining, last day or work, basic salary, leave details) for all employees who resign or are terminated from the Company, in order for End of Service Benefits calculation to be prepared. 

· Updating/Input of leave (annual, sick, emergency, unpaid, maternity, etc) records and other information into the Company payroll system. 
· Assist with setting up and co-ordination of Conference Room for Meetings; Conferences and Training. 
· CARE YES FACILITY MANAGEMENT SOLUIONS, KERALA - INDIA

Designation: Client Service coordinator
Duration: August 2012 – June 2013

(They provide complete solutions for all facility management requirements to the prospective customers. Promoted by Care Yes Real estate management solutions Pvt Ltd, they are here to provide better equipped, better managed management services to make their customers life better life. )
Responsibilities:

· Recruiting workers for the housekeeping and other departments.
· Requesting and comparing quotation for various services as per the client requirement.
· Correspond with new clients to provide correct and updated information about the services that are offered.
· Co-coordinating with the workers on the work schedules on different sites.
· Payroll, Provident Fund, Overtime salary calculation etc on a timely manner.
· Maintains personal files, daily attendance, leave applications etc of the employees. 
· Collecting customer feedback to ensure error free service delivery
· Coordinate and manage the routine correspondence of the existing clients on a daily basis.
· Handle client’s inquiries and communicate with them in compliance with the Company e-mail correspondence ethics.
· Explain operational matters to clients.  Develop client’s awareness, understanding and ability to comply with our operational requirements.

· Prompt and appropriate action taken to address client complaints
· Visiting clients for the feedbacks on the services rendered.
· Ensure that any data input is dealt with in a timely manner and in correct and consistent format
· Finding vendors for the service requested.

· Coordinate with the Accounts/Payments in raising invoice on clients as per the agreements made and collection of the raised amount
ACADEMIC PROFILE
2010 – 2012 MBA in HR and Marketing, from DC School of Management and Technology, MG University with 67%.
2007 – 2010 Bachelor’s Degree in Mathematics from Sacred Heart College, MG University with 75%.
PERSONAL SKILLS AND ABILITIES
Managerial Skills

 Communication Skills

 Presentation Skills

 Interpersonal  skills
Adaptive

Computer Skills


Experienced in MS Word, MS Excel, MS Outlook, MS PowerPoint and MS Project.

Fundamentals of C,C++
Basic knowledge in SQL.
Language Skills 
Fluent in English, Hindi, and Malayalam
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