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PERSONAL PROFILE:

Hard working, adaptable and self-motivated. Offering great potential for professional growth and achievement through determination and perseverance to reach corporate level. Have always maintained a good record of being friendly, co-operative and supportive with colleagues. Posses a pleasing personality and good inter personal skills. I could get along with my superiors and subordinates convincingly. I am confident of performing my job assigned to me effectively.

CAREER OBJECTIVES:  To attain a highly enthusiastic position in an establishment where I will be able to demonstrate my strong administration and communication skills.
EDUCATION:
· Bachelor of Education Programme (B.Ed.)

Madras University, 2015

· Bachelor in Business Administration (B.B.A.) 
Madras University, 2006
· High School 

St. Mary’s Matriculation Higher Secondary School
WORK EXPERIENCE:

CC Builders Private Ltd.
Chennai, India

2010 – 2015

Customer Care Manager

· Allotting maintenance jobs of flats to concerning customer service professionals.

· Checking the reports of the work done and reporting to Managing directors

· Collecting Site engineers and Site supervisors reports weekly regarding the construction and other works done in the respective sites.

· Personally mailing and talk to customers if there is any delay in completing the complains

· Maintaining files for all the customer services

· Arranging meetings 

· Collecting reports from cash collecting officer and reporting to Managing Directors

· Handing over the keys of completed flats to the customers.    

Abi Estates Private Ltd.

Chennai, India

2007 - 2010
Team Coordinator 

· Allotting the sales calls to team and sales executives

· Coordinating with team managers

· Coordinating with sales executive

· Coordinating with customers

· Reporting to the marketing manager and H.R

· Coordinating between the marketing manager and team managers

· Reporting to the Managing Director

· Organizing, coordinating and directing the team for the stalls

· Arranging the team meetings 

· Various office routine works etc.
Zarwani Brothers Group of Companies

Dubai, UAE
March 2003 to Feb 2004

Executive Secretary

· Attending calls 

· Receiving messages for managing directors, general manager and other staffs

· Coordination with staffs

· Typing office documents and calling board meetings

· Reporting to chairman and managing directors

· Arranging appointments and calling board meetings

· Sending E-mails and explore internet for business purposes

· Handling all incoming and outgoing couriers

· Making arrangements for travelling 

· Booking rooms for guests in hotels and arranging for visas

· And other reception duties

Sunrise Real Estate

Dubai U.A.E
June 2001 to Feb 2003
Secretary cum Sales Coordinator 

· Independently responsible for preparing advertisements for the properties.

· Handle customer queries and complaints.

· Booking the properties and follow-ups.

· Typing letters, quotations and building lease agreements.

· Making weekly and monthly sales reports.
· Book keeping the daily cash cheques.

· Sending and receiving e-mails.

· Collecting payments and issuing receipts

· Preparing quotations and finalizing the deals

· C0-ordination and negotiating with customers, property dealers and manager
· Attending calls and fixing appointments

· Study market and develop public relations

· Attending walk in customers and visitors

· Invert ideas to the manager to organize the administration

· Updating and filling company records

Computer knowledge: 
· Word, Excel and Internet
Training programs Attended
· Secretary course at Nadia’s Training Institute, Dubai.
· Type writing course at Nadia’s training institute, Dubai. 
Languages
· English, Hindi, Urdu, Tamil. 

Visa Status

· Visit Visa 
Age

· 42 Years Old 
Reference

· Available upon request

