RAMREDDY 
Mobile: Whatsapp +971504753686 / +919979971283      E-mail to:- ramreddy.96830@2freemail.com 
PROFILE

Retail business, Administration and customer service profile. I seek to leverage my expertise and efficiency in Reputed Industry 
WORK EXPERIENCE

African Eastern: - (Dec 2009 – May 2011)
Role: - Retail assistant

· Attending customers, assisting them with their license application
· Suggesting the right product for the right occasion, up selling, promoting the strategic brands of the companies  
· Placing orders, receiving stock, store keeping, updating stock availability
Hotel Sahara star: - (May 2007 – Oct 2007)
     Role: - Industrial Trainee 
· Worked in front office – greeting guests, taking chek-in’s, clearing doubts of the customers
· Worked in HR (Recruitment section) – receiving applications from the candidates, assisting them with different levels of interviews and coordinating with HOD’s 
Hallmark consultants, Mumbai: - 6 months
Role: - Admin officer

· Coordinating with the business heads, and for developing the training modules and schedules for the employees

· Coordinating the employees and process managers for training to be provided to the employees

· Making performance reports 
Secure consultants, Mumbai: - 7 months
Role: - Back office executive
· Taking feedback from the executives and feeding the data in the system
· Handling administrative jobs

· Coordinating with the process managers and the team member to run the business properly

ACADEMIC CREDENTIALS
· Bachelor in hotel and tourism management studies 2009
· HSC in 2005
· SSC in 2003
PROJECTS UNDERTAKEN
 Research project on ‘RECRUITMENT AND SELECTION’ affiliated to Mumbai University.

CO-CURRICULAR ACCOMPLISHMENTS
· Elected as a H.O.D - cultural department, in Kohinoor College of hotel and tourism management studies. 

· Conducted Induction program as a Event manager in Kohinoor College of hotel and tourism management studies. 

IT SKILLS
· Diploma in office automation and graphics (MS-office, DTP, Tally,)
· MS-CIT (Maharashtra state certificate in information Technology)

· Typing
PERSONAL VITAE
Date of Birth

:
14th May 1987
Marital Status     
:          Single

Languages known
:
English, Hindi, Telugu, Marathi 

Hobbies             
:          Reading, Playing Carom, Listening to music, surfing the net.
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