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OBJECTIVE:
To pursue a challenging career in a prestigious organization having attractive working environment, prospects of learning and growth, in line with educational qualification, skill, proficiency and experience and to utilize my capabilities to the fullest to improve and excel. 
CAREER PROFILE
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.
· Excellent written and verbal communication skills, power point presentation
· Highly trustworthy, discreet and ethical.
· Excellent Teaching & Lecturing Skills.
· Excellent commanding and controlling power.
ACADEMIC PROFILE
	SL NO
	Course
	Year
	School /College
	Board/University
	% of Marks

	1
	MBA
	2010-2012
	Aryabhata College
	Bharathiar University
	58%

	2
	B.Ed
	2005-2006
	Devakiamma Memorial College
	Calicut University
	64%

	3
	Degree
(English)
	2001-2004
	Little Flower College
	Calicut University
	62%

	4
	M.A Literature
	2014-2016
	BIMS College
	Bharathiar University
	Pursuing

	5
	Pre Degree
	1999-2001
	Little Flower College
	Calicut University
	62%

	6
	SSLC
	1999
	Bethany St.Johns  H. Secondary  School
	Kerala State Board
	82%


LANGUAGE:
· INTERNATIONAL ENGLISH LANGUAGE TESTING SYSTEM (IELTS) FROM BRITISH COUNCIL: OVERALL SCORE 6.5
	Languages
	Read
	Write
	Speak

	English
	Yes
	Yes
	Yes

	Hindi
	Yes
	Yes
	yes

	Arabic
	No
	No
	Primary Stage

	Malayalam
	Yes
	Yes
	Yes


SKILLS
Well versed in computers, MS OFFICE, POWER POINT PRESENTATION, ACCOUNTING PACKAGES, and OUTLOOK EXPRESS. Expert in Product Searching; Proficient in shipping/trading procedures; Have sound knowledge in Contracts, Letter of Credits, Bank Guarantees and other Finance Instruments. Knowledge in Customs and Clearing Procedures and other Shipping and Banking Documents.
WORK HISTORY
In United Arab Emirates:
1.HR& Admin Assistant
Company: Conares Metal Supply Ltd, Jebel Ali, United Arab Emirates.
Period: July 2007 to June 2009
About the Company
Conares Metal Supply, Jebel Al, UAE is one of the biggest Steel Manufactures of the entire Middle East Region. 
Areas and Nature of Work
In H.R
· Handling Recruitment
· Payroll and End of Service
· Visa Renewal/Ticketing/Travel Arrangements
· Employees Insurance/Company Insurance and other related works
· Handling grievances of employees
· Maintained and organized staff calendar / reminder system
· Providing language training and computer awareness to workers.

In Sales and Operation
· Sales Presentation to Clients.
· Coordination and communication with overseas franchises
· Sales coordination with sales team and management
· Follow up with prospective buyers and reporting to sales team and management
· Assisting sales people for making quotation/contracts and other shipping and banking documents
· Interactions with shipping and forwarding companies/agents to get quotations for shipping and related follow-ups for shipments.
· Coordinating with logistics dept.
In Administration
· Managed accounts payable, accounts receivable and payroll departments.
· Administered online banking functions.
· Interactions with accounts dept and bank for finance instruments viz letter of credit/indemnity letter/bank guarantees
· Monitored and recorded company expenses.
· Coordinated meetings, events and conference calls including the hiring of catering services and arrangement of meeting space.
In India
2.Administration Manager
Institute: Bethany Institute of Management Studies, Thrissur, Kerala, India
Period:  June 2012 to Nov 2014
About the Institute
Bethany Institute of Management Studies, Kerala, India is one of the prime professional colleges for women providing courses for Management Studies.
Areas and Nature of Work
· In charge of the whole administration of the institution.
· Recruiting new faculties and co ordination with universities.
· Reviewing work report of teachers and settling issues of students.
· Communication with parents.
· Proper supervision of the attendence register of students and staff.
· Conducting various educational meets and programmes in the institution.
· Create good academic strength.
· Arranging and Attending seminars related to industries and education

· Arranging work projects for students in Industrial houses and companies

· Combined discipline plan with effective measures and various lesson plans to increase concentration, participation and progress student accountability.
· Liaising with partner institutions,otherinstitutions,external agencies and government deparments.
· Resolving students conflict.
· Evaluation of students progress report.
3.Administration Manager
Institute: Blooming Buds Bethania, Thrissur, Kerala, India
Period: June 2006 to June 2007
About the Institute
Blooming Buds Bethania is one of the prime CBSC School in the region.
Areas and Nature of Work
· In charge of the infrastructure of the entire institution.
· Organizing and facilitating a variety of educational and social activities.
· Coordinating examination and assessment process.
· Managing budgets and ensuring financial systems are followed.
· Interactions with parents.
· Liaising with other administrative staff, academic colleagues and students.
· Co ordinating co curricular activities of students.
PERSONAL PROFILE:
Date of Birth


26/05/1983
Marital Status

Married
Nationality


Indian
Visa Status


Visit Visa
PERSONAL ATTRIBUTES:
· My experience to date has made me more confident in my interactive skills & personality.
· I set realistic goals and deadlines with a view to effectively accomplish them with good organization, hard work & time management skills.
· I can liaise effectively and respect each member’s contribution of the multidisciplinary team.
· Excellent numerical and analytical skills.
· Excellent knowledge in accounts and finance and financial instruments
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