	PROFILE

	Qualified professional with tested ability to meet all contractual targets, in addition to outstanding organizational and team building skills, self-motivated, responsible and willing to take up new challenges.


	WORK EXPERIENCE

	K V M Super Specialty Hospital, Alleppy, Kerala India.
Public Relations Officer

Apr 2013 to Dec 2014



	· Communicating with  the patients.
· Regular rounds to inpatient rooms and enquiring about their problems and escalating the same to the concerned departments for taking necessary actions to rectify it.

· Collecting and compiling feedbacks from all patients through feedback forms and presenting the same in front of the hospital directors and administrative officers. Discussing major issues and taking advices from the management to resolve it. 

· Promotions through advertisements in News papers, Big screens, banners etc.

· Arranging health camps with the help of local bodies or clubs.

· Well aware about  the activities and functions of every departments of  the hospital.

	

	Medical Centre, Poochakal, Alleppy, Kerala, India. 
Public Relations Officer

Apr 2011 to Jan 2013

	· Arranging CME programmes, presentations and trainings for the hospital staffs.
· Assisting the recruitment of non-paramedical staffs  by posting the vacancies through adds, shortlisting the candidates and arranging  the interviews.
· Scheduling patient appointments with  respective doctors.
· Handling emergency cases by providing necessary advices and assistance.
· Arranging health camps with the help of local bodies or clubs.

· Promotions through advertisements in News papers, Big screens, banners etc.














Key Experience
Public Awareness

Client Relations

Crisis Management

Inter Departmental Co-ordination

Time Management

Organizational skills
Effective listening skills

Decision making skills

Computer Skills

Microsoft Office

Proficient in Excel

Training Attended
Customer Service Training

Cash Handling

Anti-Money Laundering and Fraud Prevention


	WORK EXPERIENCE

	U.A.E Exchange, Cherthala, Alleppy, Kerala, India
Junior Officer
April 2010 to Mar 2011


	· Handling Cash Transactions on a daily basis.
· Attending Telephonic Queries.
· Serving customers at the counters and resolving their complaints 

· Maintaining Accurate Details of the Transaction and making entries into the system.

· Promoting the sales of Allied products at the counters.

	HDFC Bank Ltd, Kerala, India
Sales Executive
Sept 2009 to Mar 2010


	·  Build and maintain effective business relationship with customers.
· Promote bank retail products and services to potential customers by making proactive sales efforts and capitalizing on cross sellingopportunities in order to achieve the sales targets.
· Assist in conducting promotional activities to achieve the budgeted sales volumes.
· Ensure the submitted customer applications and documentations are complete and error free
· Follow up for Document discrepancies which have been approved as Deferrals.
· Minimize errors and act upon them for correction and re-submission if any.
· Provide Sales MIS to Team Leader on regular basis.
· Provide ongoing customer / market feedbacks to Team Leader to improve business.





COMMENTS

Being a judge of myself as a hardworking, ambitious and a capable team player, I can contribute substantially to any venture or organization, I join.
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Educational Qualifications





Year  2007 - 09


Course 	:MBA in HR


College	:CMS College Kottayam


University	: M G University, India





Year  2005 - 07


Course	:MA Economics


College	:SN College


University	: Kerala University, India





Year  2002 - 05


Course	:BA Economics


College	:SN College


University	: Kerala University, India





Year  2000 - 02


Snr. Secondary	:H.S.E


School	:SreeKandeswaram


Board	: KHSEB





Year  2000


Secondary	: S.S.L.C


School	: St. Antony's


Board	: Kerala Board





PERSONAL DETAILS


Nationality      :          Indian


D.O.B	:	:           3rd Apr 1985


Visa Status      :          Visit Visa


Visa Expiry     :          20.02.2016


Gender		:	Female


Marital Status	:	Single


Languages 	:   	English, Malayalam


			Hindi
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