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Career Objective 
A position as a Human Resource Executive. 
Career History
· 2013                    :                             SALES CORDINATOR

· 2012

:

Recruitment Executive.

· 2006       
: 

Computer Software – Data Processing.
· 2004-2006
:

Manufacturing – Quality Control and Operations.
Professional Experience 
coordinator –delta plus middle east ,May 2013- present
· To respond quickly and efficiently to all in-coming sales enquiries, by telephone, fax and 
email, preparing brochures as required 
· To follow up all enquiries, preparing proposals where necessary and facilitating show rounds 
with potential clients to show them our facilities 
· Contracting bookings and raising invoices 
·  Co-ordinating all details for the client, including food and beverage, AV equipment, 
entertainment, themes etc 
· Promotion of our facilities to new and existing clients through a pro-active approach 
· Responding to and coordinating all internal meeting requests 
·  Assisting in implementing the sales strategy as set by the Sales manager
Recruitment Executive- JOBSNTA CONSULTANCY, March 19, 2012-August 2012
· Calling prospective candidates and informing of job openings available to us through our clients.
· Profiling candidates based on their Resumes
· Scheduling the screened candidates for interview
· Follow up with the candidate and recruiter on status of candidature
· Document the process on Microsoft excel and recruitment tools provided by the firm
Data Processing Associate- ARS Software Engineering Limited, Trivandrum, March –Oct 2006  
Assist in data and documentation processing, archival operations 
· Escalate undocumented issues in a timely manner.

· Work with senior team members to drive process improvements.

Achievements:

· Awarded for “Outstanding Performance” in PRAV project

Graduate Trainee (Quality Controller) – Hindustan Latex, Trivandrum, Feb 2004-March2006 
· Monitor all domestically manufactured products 
· Devising and establishing a company’s quality procedures, standards and specifications

· Create general awareness among employees regarding the production processes at HLL

· Administration of rework section assigning job tasks to contract workers fixing their wage structure monitoring and inspection of labours
· Monitoring performance by gathering relevant data and producing statistical reports

· Enter findings and data collected through the in-house integrated management information system

· Set standards for quality as well as health and safety

· Ensure that manufacturing or production processes meet international and national standards

· Defining quality procedures in conjunction with operating staff
Technical Skills

Operating System: 

Windows Vista/2000 Professional

Office Tools: 
MS Word, MS Power Point, MS Excel
Educational Qualifications

Passed MBA (Human Resource Management) from Indira Gandhi National Open University (IGNOU) (2012) with 56% marks.
Passed BSc Chemistry from All Saints College, Trivandrum (2003) with 70%marks .
Passed B.Ed from (2007) with 66%marks.
Passed Diploma in Management from Indira Gandhi National Open University (IGNOU) (2009) on second division
Pre Degree (60%) from All Saints College and SSLC (76%) from Holy Angles Convent, Trivandrum
Personal Details
DOB


:
01/01/1982.
Marital Status

: 
Married.
Visa Status

:
Residential Visa.(Husband visa)
References 

References will be provided on request.  

[image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]


[image: image6.png]


[image: image7.png]


[image: image8.png]


[image: image9.png]



