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	Result Oriented professional with HR, Admin, Customer Care, Reception, Guest Relation, & operation management with more than 6+ years of experience of generating exceptional performance in India and UAE through delivering the key significant contributions towards companies & continued business growth. I demonstrate strong competencies in handling whole HR, Reception, admin and operations related work for small & large-scale organization with proven expertise in booking the entries & approval in the software system. Also displayed admirable ability in applying fact-based approach to achieve aggressive goals, streamlining system to enhance operational effectiveness and motivating team to become a top-performing unit with focused on achieving or even surpassing set targets. I Possesses sound financial judgment, high level analytical aptitude and keen eye for detail utilized not only in ensuring company’s smooth flow of business but moreover in developing strategic plans for the future well-being of the organization. Keenly interested to contribute and work actively within any reputed enterprise where knowledge and experience will have a valuable impact.



	PROFILE STRENGTHS

	· Thorough Knowledge Of The MS Office Tools.
	· Expertise in Working with MS Excel & Word.

	· Good Exposure of Back Office/Admin Profile In Automobile/Healthcare Industry.
	· Strong Team Spirit & Leadership Skills.

	· Strict Compliance with Policies & Set Standards.
	· High Sense of Commitment & Responsibility.

	· Strong Positive Attitude & Interested in Taking new Challenges.
	· Self-Confident In Achieving Target.


	EDUCATION QUALIFICATION


	MBA In HR – With HR Specialization, Karnataka State University, India
	                                     2015

	Bachelor of Science – Physics, Utkal University, Odisha, India
	2009


	CAREER SNAPSHOT


	HR & Customer Guest Relationship Executive in a Hospital in Ajman.
This Hospital blossomed into a diversified group with operations in Education, Healthcare, Medical Research, Diagnostics, Retail Pharmacy, Health Communication, Retail Optical, Wellness, Nutrition Stores, Hospitality.
Senior HR Executive & Customer Relationship Service Advisor in India
	April 2014 – August 2016
June 2011 – Jan 2014

	It is a leading manufacturer of cars & genuine Spares parts in India having there showroom in all over India. Throughout its 100 years history Chevrolet has created different cars and trucks. Many have their passionate fans and collectors & some stands out as iconic style & dependability that have defined Chevrolet.


	Administrative Officer in India

	November 2009 – May 2011

	As far as Indian car market is concerned this company is the second largest car seller with an unbroken record of profits since its inception more than a century ago.



	ACHIEVEMENTS


	· Consistently achieved performance parameters and organizations objectives covering different points: 

Operation & HR Management: Working with Thumbay Hospital HR Team with
· Assist with day to day operations of the HR functions and duties. Maintain employee records & Process new hires and employment separations.
· Helping in to develop fair HR policies and ensure employees understand and comply with them.
· Provide clerical and administrative support to Human Resources executives.
· Compile and update employee records (hard and soft copies).
· Coordinate HR projects (meetings, training, surveys etc) and take minutes.
· Assist in payroll preparation by providing relevant data to Finance for monthly salary process (Absences, bonus, leaves, etc) . Conduct initial orientation to newly hired employees.
· Create and run referral bonus programs.
· Review current HR technology and recommend more effective software (including HRMS ).
Participating in benefits tasks, such as claim resolutions, reconciling benefits statements, and approving invoices for payment.
Administration: provide full support to Chevrolet & Hyundai Motors customers and the customer relations team in the following development areas are as follows :
1) Handling the initial customer complaint medium - call, walk-in, email, fax etc- 2) Swift and sure handling of customer complaints in conjunction with the customer case managers- 3) Maintaining the highest standards of call center processes and protocols in line with TMC and international best practice (answer rate, abandon rates, speed of call resolution etc)- 4) Close and sure follow up of all cases received either through first handling closure (inquiries) or through communication with customer case managers and the businesses.- 5) Out-bound calls for CSI and other customer relations activities- 6) Creating corporate trust based on integrity and fair handling of all enquiries and complaints- 7) Providing relevant information in reports to the Call Centre Manager.


	· Responsibility In Customer Feedback & Management: Registration of Service & Product Complaint in guidance with Asset Manager-CR. Handle/ Assist customers on basic service & product issues under guidance of Asst Manager-CR. Post Complaint follow up activity with the customer after complaint closure. Contact Customer for Post Service Follow up activity. Post Service Follow up Report updating / maintenance. Analyze Post Service Follow Up call details and provide qualitative information to Head-CR / Asst Manager-CR. Usage of DMS for Complaint management and Post Service Follow Up activities.

· Performed assigned workload with indefinable enthusiasm, commitment, honesty and dedication with drive towards contributing to continued business. 

· Carried out consistent career growth by using knowledge gained from previous experiences and by upholding dedication and commitment in work profile.


	AREAS OF EXPERTISE


	· Completed Customer Care Handling Skill training from Hyundai & Chevrolet at RTC, Kolkata India.
· Perform risk evaluation involving comparing estimated risks with criteria established by the organization such as customer satisfaction & feedback requirements. Help plan, design and implement overall risk management process.

· Check Operation work records to assess accuracy, completeness and conformance with policies and reporting standards.  Uphold awareness of applicable laws to maintain up to date compliance. 

· Set short- and long-range departmental goals, objectives, policies and operating procedures. Likewise, recommend benchmarks for measuring financial sales and operating performance.


	IT SKILLS


	 Tally ERP 9, Peachtree, & Hospital software, MS Office (Word, Excel, Access, Outlook), E-mail & Internet App.


	OTHER DETAILS


	Nationality: Indian        Date of Birth: 1st June 1989       Marital Status: Married      Visa Status: Visit Visa (27/03/2020)                                                                                                                                                     
         UAE Driving License: No          Languages: English & Hindi     Sex: Female  
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