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Objective
To work in an organization that facilitates talent, encourages innovation, promotes growth and where I can improve my personal competence, leadership, creative thinking and thereby propelling organization’s growth.
Career Summary

Administrative professional with more thaneight years of experience in various field ranging from hospital management and hotel management to HR and counselling. A strong educational background in Finance with MBA and Masters in Commerce.
Competency Profile
· Outstanding performance throughout my career.

· Hardworking and positive attitude.
· Good interpersonal skills andco-ordination with other department.

· A good team player and proven leadership skills.
· Excellentmulti linguistic communication domain.
Professional Milestones
· Executive Secretary to Chairman,:April 2015 – To Date (Peekay Steel Castings (P) Ltd.India)
Current Responsibilities: 

· Plan and organize Chairman’s daily, weekly and monthly schedule.

· Act as Secretary for meetings and maintain minutes. 
· Charter and organize Chairman’s travel plans.

· Hospital Administrator: February2011 – March 2015 (MIDAC Dental Centre, India)
Responsibilities:

· Implemented operations improvements to meet established objectives across multiple facilities.

· Initiated and monitored steps to enhance customer care, equipment performance and quality of service.

· Ensure the quality of treatment, hygiene at OP’s and proper treatment is been provided.

· Monitoring, analyzing and reviewing daily operations and activities.

· Addressing, performance issue and made recommendations for personal actions

· Recruitment, training staffs, monitoring staff performance, implementation of new ideas into actions

· Accounts: Updating the daily collection, co-ordination with the bank for all the banking transactions.

· Pay roll, staff salary, doctor’s salary, doctor’s incentive

· TDS:Calculationsofprofessional tax been collected from doctors,filingquarterlyreturnstotheIncomeTaxDepartment,updatingthetaxratesofeachdepartmentandfilingForm16&Form16(a).

· Assistant Admin / HR Manager: December 2010 – December 2011 (BADAR AL SALAMA Hospital & Poly Clinic, Sultanate of Oman)

Responsibilities:

· Direct customer interactions with for the smooth enhancement of the Clinic.
· Planned, executed and implement new ideas for the patient care.

· Co-ordinate with all the departments as accounts, marketing, insurance for the correct settlement of daily accounts.
· Co-ordination with all sister branches across Oman for the upcoming new events.

· Involved in the daily routine work for the extra patient care.
· HR ASSISTANT and a Secretary to GM: June 2007 – August2010(Taj Residency -Gateway Hotel,Calicut, India)
Responsibilities:

· Itinerary preparation

· Updating minutes of meeting

· Preparation of different reports and sending them to the corporate office.

· Assisting the HR manager for the pay rolls, ESI and PF calculations.

· Document Control of all the files maintained at GM’s Office.

· Counsellor:February 2006 – May 2007 (ICFAI, India)

Responsibilities:

· Counseling the students and parents about different courses available and making hem enroll to the courses.

· Co-ordination with the other departments.

· Team Leader for the branch for achieving the highest target of the center.

· Guiding the staff for the achievement of the organization.
Education / Professional Affiliations
· M.B.A [Finance]Annamalai University, Tamil Nadu, India. 2014.

· M Com.Madurai Kamaraj University, Tamil Nadu, India. 2007. 

· B Com. Calicut University, Kerala, India.2004. 

RelevantCourses / Certification
· Certified Professional Accountant
· Tally

· Diploma in Computer Application
Skills and Abilities
· Chairman of the College Union

· Senior Red Cross Cadet of the College

· Successfully completed the students Red Cross camp conducted at Madurai University

· Captain of the school Basketball team.
· Several accolades won in school and college dance competitions.
Additional Information

· Possess valid Indian Driving License No: 

Personal Dossier

· Date of Birth:

13 August 1982

· Sex: 


Female

· Nationality:

Indian

· Fluent in:


English, Hindi, Malayalam, Gujarati, Kannada and Tamil
· Marital Status:

Married
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