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	Objectives:


To secure a challenging position where in effectively contribute and add value to an organization by utilizing my skills and abilities with sincere efforts and thereby achieving organizational and personal goal.
Professional Experience :March 2015 -  Ocean Oil Field Drilling Rigs & Marine Eng. - Sharjah, UAE Receptionist cum Admin Assistant  (Temporary basis)                       
· Responsible for managing and directing front office

· Effectively & professionally answering the telephone and dealing with enquiries. 
· Providing excellent coordination and support in making employee documents and scheduling meetings, events, interviews, managing the calendar.

· Responsible for creating databases of client's information
	Academic Credential: (M.B.A) :


· Masters Degree (M.B.A in HR) from SDM PG Centre for management studies and 

research, Mangalore in 2014.

· Bachelors Degree: Bachelor of Human Resource & Development from Mangalore University in 2012.

· Pre-University College from Karnataka Board in 2007.
· Higher Secondary from Karnataka Board in 2005.

	Project Work Experience:


· “A study on Recruitment & Selection at   Karnataka Agency”-Dealer of Mahindra & Mahindra Vehicle, Mangalore.

· “A study on ABSENTEEISM OF EMPLOYEES” at New Mangalore Port Trust” Mangalore

	Internship :


Summer Internship at Karnataka Agencies dealer of Mahindra & Mahindra, Mangalore.
· Processing Appointment Letters.

· Completing Joining Formalities of the Candidates.

· Assisting in Resignation and Relieving Formalities.

· Handling Personal Records, Leave Records and Other Reports of the Staff.

	Additional Certification:


· Certification in Airhostess Training from Frankfinn Institute.

	Computer Proficiency:


· Knowledge of Operating system like Window XP

· Well versed with Internet & E-mail
· Application of software packages (Word / Excel / PowerPoint)
	Key Skills:


· Optimistic

· Team Player

· Dedicated

	Language Known:


· English, Hindi, Konkani, Tulu, Kannada

	Personal Details:


· Date of Birth


:
13th January 1990
· Nationality


:
Indian

· Marital Status


:
Single

· Visa Status                               :            Visit visa 
	Declaration:


I hereby declare that all the information mentioned here are true and verifiable at any point of time.
