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OBJECTIVE:
To excel as a Human Resource / Administration professional in a leading organization, and to work with creativity and interest for the success of the organization.
EDUCATIONAL QUALIFICATIONS:

Aug 2006 – Jun 2008 
MBA - Human Resource Management - Attested by Indian & UAE Ministries

Dr. MGR Educational and Research Inst. - Deemed University, Chennai, India

CGPA: 8.40

Jun 2003 – Apr 2006

B. Com - Computer Applications





Madurai Kamaraj University, Madurai, Tamil Nadu, India

Nov 2002 – May 2003

Diploma in MS-Office




Tamil Nadu Co-Operative Union, Chennai, India

PERSONAL INFORMATION:



Profile


:
Female, 28, Married

Languages Known
:
English, Tamil & Malayalam


Nationality

: 
Indian



Current Location
:
Sharjah, UAE



Visa Status

:
Residence Visa – Husband Sponsorship

WORK EXPERIENCE:

2+ Years (Sep 2006 to Sep 2008) –Travels – Trichy, Tamil Nadu, India

           Worked as an Office Administrator Reported to Office Manager.
DUTIES & RESPONSIBILITIES
· Pro-actively seek / investigate travel options for clients; check for best pricing and research travel options.

· Product promotions through email and telephone to customers/travel agents

· Assisting in implementing the sales strategy as set by the Sales Manager; including strategies for encouraging repeat business and up-selling

· Promotion of the company’s brand to new and existing clients through a pro-active approach

· Pro-actively review travel administration procedures and suggest recommendations for improvement.

· General administrative duties which includes filing, binding, scanning, preparation of documents, mail outs and liaising with clients.

· Maintain accurate records and files (electronic/physical) of office administration matters.

COMPUTER SKILLS:
· Windows 2003/XP/7
· Proficient with MS-Office
· Internet and its Applications
· C Programming & Visual Basic
· Multimedia and Technology

· Web Technology - HTML, DHTML & XML
OTHER SKILLS:

· Team building and leadership qualities
· Interpersonal and conflict management skills
· Ability to execute ideas effectively
· Proven ability to gather, collate and use data effectively
· Communicate effectively in positive manner

· Positive attitude, enthusiastic and committed to producing quality work at all times
ACADEMIC PROJECTS:

PROJECT TITLE:
A study on Financial Position of Tamil Nadu Newsprint and Papers Ltd., Chennai, India
· To compare the company  financial position for two years

· Performed situation analysis identifying the current problems, core objectives, mission and vision of the organization

· Executed Gap and SWOT analysis, by identifying the strengths, weakness, opportunities and threats
· Devised marketing strategies by analyzing market opportunities, selecting target markets, developing marketing mix and implementation schedule
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