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Professional Experience
     1. Working as Admin Coordinator in Sapphire Town Real Estate, Burjuman.(Jan 2015-Present)
· Efficiently responded to internal and external customer requests via phone and email.

· Manage and monitor lease administration from both the sides of landlord and tenant. 
· Maintain and organize real estate documents, agreements and lease records. 
· Coordinate with real estate attorneys in handling legal issues. 
· Maintain and manage client database with details of deals, contracts and payments. .
· Making Tenancy contract and managing maintenance for properties.
· Maintained accurate customer records in professionally written formats.
· Quickly responding to customer enquiries and concerns.

· Processed commissions, completed vouchers, and calculated commission splits.
· Assist and support a team of real estate agents in capturing new business. 
· Support real estate administrator in handling sales, leasing and rental activities
2. Worked as Admin Assistant & IT Support in Orbit Tours, Deira Dubai for 1year .(Nov,2013 – Dec 2014).
· Determines operational feasibility by evaluating analysis, problem definition, requirements, solution development, and proposed solutions.
· Provides information by collecting, analyzing, and summarizing development and service issues.
· Design and develop websites.
· Supported clients via phone and email. Booked airfare and hotels.
·  Processed exchanges and refund for airline tickets. Assisted with travel issues including passport, visas and currency.
· Processing visa for customers through government immigration website ednrd, check status, extension of visa and cancelation.
· Check with hotel regarding the bookings and updates to the customer through phone and email.
· Checking reservation through online system to provide hotel booking for the guest.
· Process flying tickets for the customers through online systems.
3. Worked as System Engineer in Hostgator, in Mangalore for 11 months (Dec, 2012 – Oct 2013).

· Be accountable for up-to-date customer notebooks and ensure the support teams are trained and held responsible for maintaining accurate and up-to-date customer notebooks. 
· Identify and report on the most common issues and customer needs to ensure programs are developed and execute to address these issues.
· Lead troubleshooting teams of experts to resolve complex customer issues when significant problems are unresolvable by conventional means.
· Attend product demos to be aware of new upcoming products; ensure support teams are informed of upcoming product releases.
· Follow and enforce our standard, documented Change Management Policy, Procedures and Checklists.
· Work on internal projects and tasks as required.
· Must deliver an exceptional customer experience every day.
4. Worked as a Customer RelationshipOfficer in ACE Motors, Kanhangad for 6 months (Apr, 2010 – Sept 2010).
· Assist customers with returns, purchasing store protection plans and service packages.

· Scheduling in-home services via online interface.

· Answer telephone inquiries from customers and stores regarding the status of units and other service issues.

· Assist clientele as they enter office and via phone.

· Perform filing, data management, drafting and editing short office memos.

· Assist with all other office administrative duties.

· Experience with maintaining office budget

· Maintains financial accounts by processing customer adjustments.

· Prepares product or service reports by collecting and analyzing customer information.

· Contributes to team effort by accomplishing related results as needed.
Professional Summary:

· 2 plus years of experience in Software Development and Implementation in Microsoft Technology.
· Strong in design and integration problem solving skills. 
· Strong in developing project plans, requirement specifications & user manual documentation, application architectural system research. 

· Strong written and verbal communications.

· Interested in a challenging technical track career in an application and web development environment.

· Undergone authorized  certification 2 months training for Designing Course(Photoshop, PageMaker)
Software Proficiency

· Operating System

-  Windows Family [ Windows 98/NT ,2000 . 2003,  XP, Vista, 7,8
· Programming Languages
- C#.NET, ASP.NET,VB.NET,  VB 6.0, C, C++,php
· Framework


- .NET Framework 2.0, 3.5, 4
· RDBMS



-SQL Server (2000, 2005, 2008), MS Access.

Job Profile
· Understanding the customers’ strategy and initiatives.
· Helping in qualifying and subsequently through the knowledge of the business.
· Client management: Developing client relationship, maintaining and expanding existing client base, making presentation/demos to client, interaction with clients to get in-depth understanding of requirements.
· Lead generation, proposals writing, communication all media as email, presentation and web content.
Educational Qualification
	Name of Examination
	University/Board
	Year of Passing
	Percentage of Marks 

	MCA
	Mangalore University
	2013
	            76%

	BCA
	Mangalore University
	2010
	65%

	Higher Secondary
	Kerala Board of Higher Secondary Examination
	2007
	79%

	SSLC
	Kerala Board of Public Examination
	2005
	85%


Personal Details

Sex
: Female

Date of Birth
: 08-02-1990
Nationality
: Indian
Languages Known       : English and Malayalam
Marital Status
          : Married
Visa Status                  : Husband Visa
