                                                                                                                                                                     [image: image1.jpg]



MALATHI 
E Mail: malathi-166696@gulfjobseeker.com 
[image: image11.emf] 

MISCELLANEOUS  

 ~ ~ Administration In charge~ ~ ~ EA to CEO~~ HR Executive~ ~Customer Relationship Management~

I am looking for a position as an Administration In charge / EA to CEO / HR / Customer Service Management / /GRE /Front Office that allows me to provide excellent support and customer service that will empower and motivate a team or department to reach the achievements of the company objectives.

1. “Executive – Administration” (Italian based Software company)
Duration: Dec 2006 – Sep 2019
Key Responsibilities - Mainly responsible for providing an executive-level administrative support to the (Italian) C. E. O / Director of the organization, other assignments related to the office administration.

Secretarial
· Assists the CEO, Director, and all functional heads with daily administrative duties include managing an active calendar of appointments
· End to end domestic and international travel arrangements 
· Reminding the manager/executive of important tasks and deadlines.

· Answering phones, 

· Screening visitors, 

· Arranging complex and detailed travel, End to End process
· Preparing MIS and other reports, 

· Filing and organizing documents, 
· setting business meeting agendas
· Recording meeting minutes, 
· sending memos,
· Performing basic bookkeeping tasks.
· composing and preparing correspondence
· completing expense reports
HR
· Assisting in Recruitment process
· Facilitation of Employee Engagement activities 
· Presenting the employee Time Sheet & Proximity Comparison report every week
· Maintenance and updating of all attendance records with respect to Biometric access and Leave Management system

· Co-ordinate training programs for various departments based on the requirement of the department heads.
· Recruit entire onboard formalities
· Coordinating with Group head office and getting the access, mail id, Bank account formalities etc., 
· Preparing or updating employment records related to hiring, transferring, promoting, and terminating

· Explaining human resources policies, procedures, laws, and standards to new and existing employees

· Ensuring new hire paperwork is completed and processed

· Informing job applicants of job duties, responsibilities, benefits, schedules, working conditions, promotion opportunities, etc.

· Addressing any employment relations issues, such as work complaints and harassment allegations

· Processing all personnel action forms and ensuring proper approval Overseeing hiring process, which includes coordinating job posts, reviewing resumes, and performing reference check

Administration  

· Making arrangement for department get together off-site conferences, Collating business power point presentations, preparing MIS Reports.

· Preparing travel costing and checking the Tour expense report for individuals, based on per-diem limits

· To identify & vendors for various purchase / AMC’s pertaining to all utilities and help in the process of cost-effective finalizations.

· Library maintenance – Books purchase, in/outward registers, sending usages report on monthly basis etc 

· Complete office Stationery Maintenance.
· Employee – Master health check up

· Fixing appointments with the hospital

· Coordinating with the employees

· Invoicing & payment

· Sending monthly reports
· Office: Office esthetic look maintenance with world-class facilities (Good housekeeping, clean interiors / flooring, electricity, air-conditioning, telephone, mobile / CUG, data cards, broad band connection, furniture, pantry, meeting rooms, medical first aid assistance, etc.,)
· Cost Control: Find & implement new ideas on how to lower the office expenses towards the objective of operating within the allocated budget.

Travel Desk Admin: (End to end process)

· Co-ordination with the Consulate to get visa

· Complete Overseas Travel arrangements 

· Co-ordination with the Travel Agents to get tickets & insurance

· Arranging Forex for the travelers

· Cab booking (India / Abroad -Italy)

· Hotel Booking (Abroad)
· Co-ordination for Guest house maintenance (Abroad)
· Maintenance of Employees Passport Details

· Maintenance of Employees Travel Details

· Maintenance of Employees Travel File

· Processing document for Work Permit

· Complete Documentation on Travel including Permit of Work & Permit of Stay

· Timely Travel to the consulate for smooth relationship

· Hospitality for the clients coming to India
CSR Representative:
· Coordinating with Aid-India for the smooth transactions in Eureka Schools in Koovathur (This school is been funded by the friends of Banca Sella –India & Italy)
· Maintaining the details of the annual budget of children’s  & sponsor’s database form Banca Sella
· Sending reminder mails to the sponsor for the children’s B’day, Mark sheets report card and gifts
· Mediator between eureka school & Corporate sponsor, Aid-India and children
· Conducted eureka school free running from corporate sponsor
· Leading corporate social responsibility Pan India
· Accounting, Budgeting, organize school event, health camp for student,participation inter school events,social organization,inter school competition School

· Connecting with NGO’s and driving CSR initiatives
· Preparing CSR calendar for the year
· Budgeting of CSR activities
· Branding CSR activities and driving employees participation in CSR activities for eureka
· Volunteer management

· Brand building, public relations, marketing and fundraising

· Social media engagement,Event planning & execution

· Renewing sponsorship for the children on quarterly and yearly bases
Achievements

1. Received the most prestigious award globally nominated from GRUPPO BANCA SELLA 2016.
AWARD FOR : QUALIty, Courtesy & SMILE At The customer service.
2. No rejection in Visa Processing till date

3. Successfully taken visa in Italian Consulate for the members applying for:

· Work Permit

· Business Visa

· Family Reunion Visa

· Tourism Visa

4. Got good deals for the Company from the various outlets to the from:(e.g., Globus, Pizza Corner, Miot Hospitals, Hotel GRT Grand Days, Hotel Royal Le Meridien, Dreams Skin & Hair Saloon)

5. Prepared role documents for Logistics & Purchase and published in the Intranet

6. Process documentation and implementation on Risk Assessment & Risk Identification in the areas of travel, facilities & purchase.

7. Successfully made Documentation on Overseas travel (inclusive of procedures, formalities, Permit of Stay, Permit of Wok, etc.)

8. Introduction and Implementation of Travel Management System.

9. Successful implementation on Process documentation for the travel desk.
2. “Service Associate – Telephone & Business Centre” at The Accord Metropolitan (Formerly known as Traders Hotel by Shangri-la (5 Star Hotel)
Duration: Jan 2005 – Dec 2006

Achievement: Joined in pre-opening team of Traders Hotel By-Shangri-la, Chennai
Key Responsibilities: 
· Handling EPABX with 60 lines (PRI) - 600 Extensions, with PC console Board, receiving and replying mails, Fax and Scan

· Contribute to the daily Management Report to General Manager & CEO
· All day to day front office work. Sustain daily, weekly & monthly reports

· Make action plans according to the information & handling emergency calls of hotel safety.

· Responsible for maintaining the telephone registers including call tracking.

· Ensure receipt of magazines and newspapers for the business centre daily activities, like conference room, board room booking etc

3. “Team Leader – Telemarketing” at LA’MICALE Club and Resorts Pvt. Ltd, Chennai
Duration: Jan 2004 – Jan 2005

Key Responsibilities:  

Entire front office operations, collecting, finalizing appointments, selling memberships & customer service.
4. “Front office executive & Banquet Coordinator” at Hotel Aspini Inn, Chennai
Duration: Aug 2001 – Dec 2003

Key Responsibilities: Overall Front Office execution, Banquet Co ordination, arrangements, price negotiation, billing, cash & card payment dealings etc.

5. “Front office Executive” at Soorya Hospitals, Chennai
Duration: Nov 2000 – Aug 2001

Key Responsibilities: Overall Front Office execution, EPABX Board Operator, Handling 20 lines & 200 extensions, Management of Doctor appointments
6. “Office In charge” at OPEL Pest Control, Mumbai
Duration: Jan 2000 – Nov 2000

Key Responsibilities: Preparing Bills, Quotation, Maintaining Files, handling cash, Attending Telephone Calls etc., 


	Language

Read  

Write  

Speak

English 
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Hindi
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Tamil 
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Malayalam
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D.E.C.E. (Diploma in Electronics and Communication Engineering)
SKILLS DETAILS:
System knowledge                         :     EPABX, MS office, Word, Excel



        HMS Software, Caterpillar, Fortune Light, Fidelio.
Top Skills 
Computer literate MS Excel, MS Word, Power point, Outlook Express and Internet savvy.
Excellent communicative ability in English 

Business and Personal correspondences

Organizational ability

Basic Accounting functions

Problem solving and planning skills

Management and office coordination

Record maintenance

Supplies management

HR Functions

Logistics

Confidentiality


Employment Type: Full Time
Category: Costumer Relation Offer, Administration, Front office, Secretary, HR
 
   Willing to travel

   Willing to relocate 

   Availability – Immediate



  
DOB                                   :
31.12.74
Nationality

:
Indian.
Marital Status         
:             Married. Single Parent
Children                            :             one son

Visa                                    :             Valid US Visa
Declaration

I hereby declare that the details furnished above are to the best of my knowledge and belief. If I am offered an opportunity to work, I will discharge the duties entrusted to me to the best of my capacity and to the entire satisfaction of my superiors.
Date:
References shall be provided on request.

Place:
Dubai
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