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CAREER OBJECTIVE
Looking forward for career in an organization where I can use my diverse skills, knowledge and efforts to add value to the organization and I am eager to contribute my creativity and hard work towards the success of the organization and to the growth of the fast developing field and to enhances my career.

KEY SKILLS
	
Office Skills:
	· HR Assistant

· Telephone & Front Desk Reception 
· Customer Service 
· Filing Database & Records Management 
· Executive & Administrative Support 
· Reports & Spreadsheets   
· Complaint Handling 


	Computer Skills:                      
	  Word ( Excel (PowerPoint ( Outlook



EDUCATIONAL   BACKGROUND

	        Qualification


	:

:

	Presently pursuing M.B.A in HRM from Bharathiyar University.(correspondent course)    

Bachelor in Hotel Management and Tourism (3 years degree) from Jalandhar Punjab technical university.

	       Computer Knowledge
	:
	6months Computer Application course completed from Tripura, India                            (MS Excel, Word, Power point presentation)


	
	
	


KEY EXPERIENCE & RECENT ACHIEVEMENTS
· Three months experience as HR Admin Assistant in Base HR consultancy, Dubai, UAE.
·  Successful professional qualified by one and half years of visible achievements in the hospitality industry.
· Experience in Food and Beverage section with highly skilled in generating customer satisfaction and improve in sales.

· Received many Appreciation letter from General Manager of Le meridien, Kochi for providing great experience to the guest.
WORK EXPERIENCE
· Base HR Consultancy, Burjuman,Dubai,UAE

HR Admin Assistant, from August 2015 to November 2015

· Le Meridien Hotel ,Kochi, India: 
            Guest Service Associate, from May 2012 to November 2013.
· Accord Metropolitan Hotel,Chennai,India :
Trainee Banquet cordinator,from April to September 2009. 
(6months Industrial Training)

PERSONEL INFORMATION 
Marital Status


            :        Married
Languages Known

            :         English, Hindi, Bengali, Assamis, Tripuri
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