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· Rajalakshmi
· Rajalakshmi.227531@2freemail.com 
Career Objective

To work in a corporate environment and use my skills to serve the organization to meet the ever growing demand through teamwork and mutual commitment.

Working Experience

Summary

Total experience of 5 years in the field of administration, marketing, management and accounts and worked as a key member and input for the growth of organization.


Three years, as Team Leader of IHNA (Institute of Health and Nursing Australia)  Admission Team. (Nov’2011 to Feb’2015)


Duties and Responsibilities
•
Team Management

•
Meet the target in terms of quality and enrolment on time

•
Authorized COE Admin for IHNA in PRISM( Provider Registration and International Student Management System of Australia) 

•
Co-ordination with Management and different department like Marketing, Accounts, Administration, Site Development, SEO , HR and IT as per requirement .

•
Interview, Orientation ,Training, Appraisal and Development of team members

•
Support management in planning and creating strategy for admission of different courses

•
Weekly, monthly and yearly report preparation for different department

•
Make sure the content in web site, face book page , documents and related systems and soft ware is up to date 

•
Management of different projects and system related to admission

•
Support administration work of college(IHNA) in Australia on time as per requirement 


Nine months in ACE College for Eng. and IT, as Centre Manager of Irinjalakuda branch, Kerala(July’2010-March’2011)


Duties and Responsibilities
•
Supervision of all the functions related to staff and students

•
Marketing of the courses

•
Accounts management

•
Front office management


Six months in NAMASTHE KERALA HOLIDAYS(P) LTD. Thrissur, as Telemarketing   Executive(Sept’2007-Apr’2008)


Duties and Responsibilities
•
Contacting new and existing customers through phone , email and post.

•
Co-ordination of the work of marketing executives.

•
Arranging the facilities for tour programs.

•
Communication with customers, and other service providers like water theme parks, hotels, travel agencies, theatres etc.  

Academic Profile


Masters in Business Administration (MBA) (2012-2014)

Programme

: 2 years

Specialization

: Services Management 

Institution

: Christ College Irinjalakuda

University

:  Bharathiar University 

Course completed Masters in Business Administration (MBA) (2008-2010)

Programme

: 4 Semesters (2 years).

Specialization

: Finance and Human Resource 

Institution

: Institute of Management Kerala (IMK), ICM Campus, 




  Thiruvananthapuram.

University

:  University of Kerala. 

Bachelors Degree in Business Administration (BBA) (2004-2007)



Programme

: 3 years

Year of passing        : 2007


Institution

: St.Stephens College, Irinjalakuda.

University

: Mahathma Gandhi University.

Higher Seconday School

Specialization

: Commerce

Year of passing        : 2004

Institution

: National Higher secondary school, Irinjalakuda.

Board  

: Higher Secondary Board.

Matriculation 

Institution

: Little Flower Convent Higher secondary school, Irinjalakuda.

Year of passing        : 2002     

Board


: Board of Public Examinations, Kerala.

Project Undertaken

    MBA


Organisation study at KPL Oil Mills (P) Ltd. Thrissur.

E-Commerce project on E-Tourism at Namasthe Kerala Holidays (P) Ltd.Thrissur.

Management Project on NPA Management at Catholic Syrian Bank Ltd. ,HO.Thrissur

Management project on Performance Analysis at South Indian Bank Ltd.,Irinjalakuda Branch,Thrissur

BBA


Management Project –Employee benefits and services with reference to Kerala Feeds Ltd.,Thrissur

Social Project – Unemployment with reference to Porathissery Panchayath, Thrissur   
Computer Knowledge

Course                         :              Diploma in Software Management, APTECH 

Application package      :
       Microsoft office package ,Tally

Achievements


Represented Kerala for Republic Day Pared in NewDelhi in January 2000.           


Member of All India Management Association.  

ISANA certificate from International Educational Association, Australia.

License and admin access in PRISM to issue students COE for visa filing.
Leadership and Teamwork


Active participant of event management team for national seminar Point de vue-2008 by
IMK-ICM, Thiruvananthapuram.


Has paricipated in various teams on cultural programmes for intercollegiate festivals. 

Areas of Interests


Services in Educational Institution, Banking, Financial services, Insurance, Human Resource, FMCG, Retailing, Research.
Personal Profile

Date of Birth


:    07th May 1987. 

Gender/Marital Status
:    Female/Married.

Nationality


:    Indian.

Languages known

:    English, Malayalam, Hindi.

