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Career Objective:
Looking forward to build a progressive career in a challenging environment where I can present myself with best of my innovative ideas and abilities through my hard work, sincerity and dedication. 
Profile Summary:
Over Seven years experience in the Admin & Human resources department, worked as an assistant. Acquired highly developed sets of skills, demonstrating constant interest in learning and specializing in HR related fields. Demonstrated competencies in handling human resource management and general administration primarily in Manpower Planning, Recruitment, Training and Employee Relations. Holds exceptional skills in carrying out multiple tasks simultaneously, coordinating with third parties and surpassing performance parameters. Also, possesses strong leadership ability with enthusiasm to proactively provide assistance in equipping staff with knowledge,. Presently seeking for a rewarding role in any industry to utilize gained knowledge, experience and expertise.

Professional Experience
Since December’12 – July 2014     Apparel Group as a Front desk officer     Dubai (UAE)
Key Responsibilities:  

· Provide information about establishment, such as location of departments or offices, employees within the organization, or services provided.
· File and maintain HR Payroll records.

· Collect, sort, distribute, or prepare mail, messages, or courier deliveries.
· Perform administrative support tasks, such as proofreading, transcribing handwritten information, or operating computers to work with pay records, invoices, balance sheets, or other documents.

· Hear and resolve complaints from customers or the public.

· Transmit information or documents to customers, using computer, mail, or facsimile machine.

· Keep a current record of staff members' whereabouts and availability.

· Analyze data to determine answers to questions from customers or members of the public

· Schedule space or equipment for special programs and prepare lists of participants.

· Take orders for merchandise or materials and send them to the proper departments to be filled.

· Calculate and quote rates for tours, stocks, insurance policies, or other products or services.

· Conduct tours or deliver talks describing features of public facilities, such as a historic site or national park.

	


August 2009 to August 2010              Trent Ltd.                                      Fashion Consultant
      

Key Assignments:

· Keeping check and records of the stocks.
· Assisting and supervising juniors.
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January 2009 to July 2009             Food Processing Co. Pvt. Ltd.            Front Desk Executive
      

Key Assignments:

· Handling intercoms domestics and International calls.

· Looking after dispatch of mails, couriers & fax.

· Keeping the telephone & electricity bill records

· Handling queries.

· Maintaining files &stamp; filling of paper.


Sept. 2007 to Sept. 2008               Planet Retail Co. Pvt. Ltd- India        Front Desk Executive
      

Key Assignments:

· Handling intercoms domestics and International calls.

· Looking after dispatch of mails, couriers & fax.

· Keeping the telephone & electricity bill records

· Handling queries.

· Maintaining files &stamp; filling of paper.

July 2006 to July 2007             Gemini Continental Hotel - India                       Front Desk Executive
      

Key Assignments:

· Booking rooms for the guests.

· Handling intercoms domestics and International calls.

· Looking after dispatch of mails, couriers & fax.

· Keeping the telephone & electricity bill records

· Handling queries.

· Maintaining files &stamp; filling of paper.

	


Educational Qualification: 
· Diploma in Aviation Hospitality & Travel Management from Frank Finn Institute of Air Hostess

· Senior Secondary – Class 12th  from U.P board in the Year 2005

· Matriculation- Class 10th from U.P board in the Year 2003
Technical & Additional Skills:
· MS Office: Word, PowerPoint, Excel and Outlook

· Operation of Scanner Fax and copier machines

· Strong Verbal and written communication skills

· Proven ability to deal promptly with emergency situations

· Able to multitask, prioritize and flexible with changing business requirements
Achievements
· Received certificate for excellence in Painting.

· Holder of NCC A Certificate
· Received certificate in sports.

· Received certificate in Gymnastic.
Personal information:
Nationality

:
Indian 

Date of Birth
:
10 July 1987

Marital Status
:
Single  

Languages Known
:
English, Hindi

Interest 

:
Sports , Painting 
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