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 BEENA 
  Email ID – beena.365119@2freemail.com 
Profile:


Personal Statement:           Experienced in handling a team; handled customer service and their                                                                                                                                                                                        requirements; Computer skills include Microsoft excels Power point and word. Excellent communication skills and ability to grasp things quickly. Winner: Best employee award received in the year 2012.  
Career Objective:                 To work in a creative and challenging environment, where I can continuously learn and grow intellectually, individually and as a team in all respects, where I can get an opportunity to exhibit my talents under a proper guidance to help mould my career

Key Skills

This is the main summary of my skills

· Team Management (Expert)                                

· Customer Support (Intermediate)

· Invoicing (Intermediate)  

· Administration (Intermediate)                  

Education

Master of Business Administration in Human Resource Management                              2010-2012                                                     
Alagappa University, India

Bachelor of Science in Bio – Technology                                                                                    2006-2009
University of Madras, India
Diploma Courses 
· Completed graduation in National Institute Of Information Technology (NIIT) in Chennai

· Programming Languages : - .Net, Java, Oracle, MS Package and HTML

· Internet and Email Concepts

Work Experience

ASP Access Floors LLC , Dubai   





         Sep 2013 to Feb 2014                                                  

HR Assistant     

· Co-ordinating hiring of new staff 

· Responsible for Visa processing & Emirates ID process for employees
· Draft employee letters in relation to any salary, bonus or benefit adjustment.
· Maintenance of attendance records of employees 
· Maintenance of personnel records of employees (Soft and Hard copies) in accordance with company procedures and confidentiality standard.
· Continuously monitoring and evaluating the HR policies in line with UAE labor law.                                                                                                               

Century Express, Dubai     





          April 2013 to Aug 2013                                                                                                

Customer Service Associate                                                                                             
· Understanding customer needs and co-coordinating with the team to complete the task.

· Invoices follow up with the customers for the pending payments due to the company

· Regular call with the customer to understand their feedback and deliver the same to the top management.
· Maintaining the agreements of the clients and updating them on regular basis. 

Matrix Business Services India Private Limited, India   

                        Nov 2010 to Jan 2013       
Team Manager                                                                                                                    
· Preparing daily workloads for staff & co-coordinating the daily allocation of work.

· Arranging & chairing weekly team meetings, focusing on targets & achievements.

· Handling new client enquiries and acting as the face of the business.

· Involved in the recruitment of new staff.
· Regular visit to customer office to understand their needs and feedback is taken for improvement.
· Ensuring all administrative and IT records are entered and updated correctly. Providing prompt and accurate information on individual performance.

Trivent Legal Associate Private Limited , India       


May 2010 – Oct 2010

Team leader                                                                                                                      

· Handled a team of more than 20 doctors (BDS) on completing the medical chronology

· Allocating the work assigned from US customers and ensuring it is completed on the target date.

· Delivering to the US customer on time and billing the invoice.
· Weekly meeting is conducted to share the customer feedback with the team members.

· Employees work had been monitored regularly and the same is submitted to top management on quarterly basis.
Personal Details 

DATE OF BIRTH                      :     17TH SEP, 1988

SEX                                            :    FEMALE

NATIONALITY / RELIGION    :    INDIAN / HINDU

LANGUAGES KNOWN            :    English, Tamil and Malayalam
Declaration:

I am confident of my ability to work in a team. I hereby declare that the information furnished above is true to the best of my knowledge.

Authentically,
Beena 
