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                                     AATHIRA                        
                 Aathira.212825@2freemail.com

5 years of work experience in the field of Administration. Seeking better career opportunities in a leading corporate environment, which will help me to explore myself fully and realize my potential.

SKILL SET
Software: HR Konnect / IBM Notes / MS office/ Internet / Sky Speed For flight ticket reservation
Other skills: Knowledge of Employee Management /Front Office Handling / Customer Handling /Team work /Sales
Knowledge of Admin work / ticketing in an Airline AIRASIA/ Paramount Airways
EDUCATION

 MBA Human Resources 2014
Bharthiar university coimbhatore Tamil nadu India
                                                             Degree BA Literature APRIL 2011
Calicut University, Kerala
Diploma in Aviation and Hospitality Management 2010
AHA institute, Chennai

Higher Secondary plus two Science, March 2008
National Higher secondary School, Engandiyoor 
Thrissur, Kerala
SSLC, March 2006
St.Thomas Higher Secondary School, Engandiyoor 
Thrissur, Kerala
                                                         PROFESSIONAL EXPERIENCE
HR Coordinator –Landmark Group (Max Retail LLC Dubai Marina)

(Aug 2015 to Apr.2017)
· Maintain all new joiners records and personnel files 
· Conducting Induction to employee 

· Conducting Exit interview
· Main Duties all VISA processing documentation doing and submitting to PRO  for processing 

· Labour card Renewal & Apply for new labour card who is under sponsorship of Father / Husband

· New employment visa stamping & Employment visa Renewal

· Family visa renewal & New residency visa for family
· Handling all type of visa cancellation 
· Visa expense file to RNA

· Maintaining Work Permit / Visa / passport details / emirates ID details -updating on HR Konnect
· Coordination with all other department head as needed
· Printing Employee ID card – activating the same from Facilities team. Solving issues related Employee ID 

· Coordinating with all employee engagement programs
· Medical insurance processing for all employees in the company Co-ordination on Employee & dependent Medical Insurance. Reconciliation of medical invoices .
· Handling employees  Medical Reimbursement claims, Solving issue related medical insurance 
· Employee grievance handling 

· Prepare all NOC for employees official travels outside UAE . Preparing Personal NOC for Employees tourist trip.

· Prepare Experience letter /Salary Certificate / RTA Letter /Other letters as per employee requirement.
· Searching resumes through job sites ,sorting CV’s asper requirements 

· Conducting Preliminary interview with candidate 

· Scheduling Interview with Senior HR 

· Coordinating with HR TEAM for day today activities.
HR ASSISTANT –Habitat School
(Feb.2014 to Aug.2014)
· Assist staff with administrative duties as requested
· Processing incoming mail

· Creating and distributing documents

· Providing customer service to organization employees

· Setting appointments and arranging meetings

· Participating in recruitment efforts, Posting job ads and organizing resumes and job applications

· Collecting resumes and doing primary screening
· Scheduling job interviews and assisting in interview process

· Ensuring background and reference checks are completed

· Preparing new employee files

· Maintaining current HR files and databases
· Main Duties all VISA processing documentation doing and submitting to PRO  for processing 

· Coordination with office boy and house keeping
· Maintaining log book for teachers and giving reports to principal

· Updating Students details and fees details in system.

· Assisting the school Admission team,  for collecting data’s for admin

Admin Assistant - Air Asia
Air Asia (City Office Cochin)
(10June 2010 – 31Dec 2012)
· Organize Schedule meetings and appointments 
· Coordinating with other branch staffs.

· Participating in recruitment efforts

· Posting job ads and organizing resumes and job applications
· Collecting resumes and doing primary screening
· Scheduling job interviews and assisting in interview process

· Ensure knowledge of staff movements in and out of organization. Maintain log book for staff and giving reports to HR.
· Review and submitting reimbursement application  to accounts department
· Coordinate and maintain records for staff office space, phones, parking, company credit cards and office keys. 
·  Assisting marketing and getting market feedback.

· Setting appointments and arranging meetings..
· Replaying to the queries, received mails from other stations.

· Managing office boy and house keeping
· Giving support to branch head / branch manager and accounts department
· Assisting the travel agent in ticketing, seat confirmation, date change and other services like adding baggage, meals and seat.
· Assisting walk in customers and passengers for all reservation process , ticketing , seat / meal booking / date change / adding baggage .

· Invoice handling Reconciliation of invoices 
Sales Coordinator – Paramount airways

Paramount Airways (Corporate office) Chennai
(Jan 2010 to June 2010)
· Replaying to the queries, received mails from other stations.

· Co-coordinating with travel agent as well as the reservation for the group conformation, following up it materializing the same.
· Assisting the travel agent in ticketing, seat confirmation, date change and other services like adding baggage, meals and seat.
· Assisting sales executives in group Ticket booking

· Giving support to sales executives & sales manager of the company
· Handling customer complaints providing assistance to group travelers in their travels and reservation  

· Assisting senior staffs 
· Calling up the agent on regular basis

· Looking after the request of Waiver/refund for the agent.

· Handling other location complaints solve the queries
· Giving information about offer fares to the agents and passengers.
Admin Assistant/ Front desk
Wipro Technologies Pvt Ltd , Chennai (1 Year )
· Meet and greet clients and visitors. 
· Assist staff with administrative duties as requested
· Answer telephones and transfer to appropriate staff member 
· Prepare correspondence and documents
· Maintain front desk area, keeping it clean and free from clutter.

· Knowledge of email. Internet ,Ms office
· Oversee ordering of office supplies/kitchen supplies
· Connecting Trunk Calls (official conference calls )for Employees

· Maintain appropriate interpersonal relationships with employees and vendors.

· Managing office boy and house keeping ,
· Ensure knowledge of staff movements in and out of organization
· Attending clients and coordinating between clients and office staff.
· Coordinating with other branch offices / departments
· Handle all reception related activity independently. 
                                           PERSONAL DETAILS
Gender: Female
Passport: Indian National

Languages Known: English, Hindi, Malayalam and Tamil
Interests: Music, Cooking

