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OBJECTIVE:
To gain expertise and be an asset to the firm by striving hard to achieve the set targets, and work proactively and diligently on any task assigned that will help me contribute to the growth and development of the company.
SKILL SET:

· Good interpersonal, communication and organizational skills with demonstrated abilities in training, team building and driving front liners.

· Good relationship management skills with the ability to relate to people at any level of business and management across diverse industry verticals.

· Confident, self-motivated and a quick learner.

· Honest, flexible and highly committed.
· Proficient in SAP, Admin Services, Hospitality and Customer Service Operations.
· Proactive attitude, capable of thinking out of the box, generating new design solutions and ideas.
· Green belt trained (Six Sigma).
· Adequate skills in MS Office, Internet, Email operations.
· NIIT certified in the use of TALLY 4.5and 6.3 versions.
WORK EXPERIENCE:
Nightingales Center for Ageing and Alzheimer’s, Bangalore– June 2011 
Designation: Project Executive for Home Care Services.
Responsibilities:
· Managing and coordinating with staff for treatment of patients at their residence.

· Coordinating with various institutes on business and medical projects.
· Managing patient records.

· Managing and conducting enrichment camps for elderly, birthday parties and recreational activities.

· Managing miscellanies duties such as staff management, patient/doctor visits, and basic admin duties.
· Taking care of Elders helpline, addressing elder abuse.
· Managing “SandhyaKirana” – Day care facility for the economically disadvantaged.

· Managing Mobile Medicare for rural elders.

· Supervisinglifesaving services like training in CPR and First Aid.
· Conducting rehabilitation programs.
· Issuing Government authorized ID cards for senior citizens.
· Training caregivers in geriatric and dementia care.
· Conducting awareness and advocacy program for elderly people.
Ernst & Young, Bangalore – March 2009 to August 2010.
Designation:Assistant Admin and Facilities.
Responsibilities:

· Handling Invoices (Incoming/Pending invoices).

· Creating Purchase orders and Bret documents.

· Housekeeping and manpower management.
· Managing registers such as attendance register, stock register, material movement register, nightshift allowance register and vehicle movement register.
· Conducting fire awareness and safety drills.

· Managing couriers, stationery, medicine and food coupons.
· Coordinate between HR and employees on basic queries, grievances, allowances and sundry payments.
· Client hospitality supervision and basic front desk duties.
National Instruments, Bangalore– September 2008 to February 2009.
Designation: Contract Administrator.

Responsibilities:

· Maintaining attendance on daily basis.
· Responsible for minor employee grievances.
· Allocating system administrator rights for new employees.
· Logging problem tickets with helpdesk via phone or the web.
· Taking care of recreational tasks and duties.
· Procuring stationary, and arranging timely transport for employees.
· Procuring food coupons for employees.
· Managing conference and meeting rooms.
· Managing couriers and material movement registers.
· Client hospitality and basic front desk duties.
Hewlett Packard, Chennai – June 2005 to July 2007.
Designation: Contract Administrator.
Responsibilities:

· Processing of all customer requests via SAP as received from respective regions.

· Worked with 16 countries of the EMEA and Americas regions.

· Order fulfillment planning and ensuring that all the orders are processed and executed in time.

· Ensuring 100% quality services by ensuring that orders are processed without any errors.

· Preparation of reports and extensions.

· Cost Analysis and Order Procurement from various regions.

· Handling and resolving customer complaints and related problems.

· Inbox and query management in the absence of the team leader.
· Update members on process variations, initiate process improvements accordingly.
· Prepared training manuals for new hires.

· Helped in documentation of manuals for ISO Audit.

· Attending meetings with HR in relation to employee grievances and updating employees alike with HR and administrator policies.
· Tracking and updating HR with allowances and additional payments to be made to employees.
· Taking care of client requirement when on official visits.
· Maintaining “Rewards and Recognition” records.
· Maintaining attendance on daily basis.
· Allocating system administrator rights for new employees.
· Logging problem tickets with Helpdesk via phone or the web.
· Taking care of recreational tasks and duties.
· Procuring stationary and food coupons for employees.
· Arranging timely transport for employees.
ACADEMICS:

· PG Diploma in Hospital Administration andHealth Care Services, Chinmaya Institute of Management – 2012, Bangalore.

· Certified Refresher course in Diabetic Foot Care, 2011 at Integrated Foot Care Services (InFoCes) and Jain Institute of Vascular Science (JIVAS), Jain Hospital, Bangalore. Sponsored by World Diabetes Foundation, Denmark.

· Degree in B.COM, Nirmala Women’s Christian College – 2005, Coimbatore.
ACHIEVEMENTS:
· Won E-award for the best performer for the quarter twice in 2006.

· Appointed as a SPOC for SOX process.

· Team player, certified as “Total Quality Customer Service Professional”.

· Won performance award for the best “Knowledge Transfer Lead”.

· Appointed as ADMIN person for C&I, TS, MS and SOX process.
EXTRA CURRICULARS:
· Professional Swimmer – Silver medalist in state level.
· District football player.
· Won First prize in Beauty contest at college level.
· Member of HP Dance Club.
· Participated actively in cultural events.
