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	CAREER OBJECTIVE

Seeking a challenging and responsible position in Administration and Business Development to utilize my skills and abilities in a progressive Organization that in turn offers my professional and personal career growth.

SCHOLASTICS

· Masters (MBA) in HR and Marketing from Chinmaya Institute of Technology, Kannur (2016).

· Bachelor’s Degree in Business Management (BBM) from New Horizon College of management, Bangalore University (2013).
CAREER CONTOUR

North Park Hotel, India (September 2016 – Mar 2017)
Role: Administrator
As an Administrator I was responsible for:

· Administration/Supervision of full office functions on day to day basis.

· Generating the Customer invoices and Analyze daily sales reports.

· Handling Petty Cash and Banking tasks

· Accountable for vouchers and packages being correctly issued and recorded

· Monthly stocks take.

· Handling Guests complaints and issues.

· Monitoring of the guest requests fulfillment.

· Approval of employee’s salary sheet.

· Responsible for outgoing and incoming documents related to hotels.

· Recruiting, training and supervising junior staff and delegating work as required.




ACADEMIC PROJECTS
· 2 month project at  Holmarc Opto mechatronics Pvt Ltd, Cochin

CO-CURRICULAR ACTIVITIES

· Organized and actively participated in College cultural events.
· Anchored several cultural and technical programs.
· Organized management games at college level.
OTHER DISTINCTIONS

· Excellent command over MS-Office, Internet & Outlook.

· Strong Interpersonal, Communication, Administration, Assisting and Coordination skills. 

· Proactive Team Player, motivated, enthusiastic, Business oriented & goal- driven.

· Excellent counseling skills, strong work ethics & detail-oriented.

· Highly professionalism with leadership competencies & time management Skills.

· Energetic, self-motivated, and capable of balancing complex situations.
PERSONAL DOSSIER

Date of Birth  
       -      12h June, 1991
Nationality                 -      Indian

Marital Status            -      Single
Availability                 -      Immediately
Linguistic Ability        -     English, Hindi and Malayalam.
Visa Status               -      Visit Visa (Valid till June 30th)
DECLARATION

            I hereby declare that the above mentioned particulars are true to best of my   knowledge and belief.

References will be provided upon request
