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  DETAILS 
Objective 

 To become a successful professional in Administration, through hard work in an innovative and competitive world. 
Strengths 

· Quick learner and a good team player.
· Good analytical skills, a creative mind and a positive attitude. 
· Strong organizational skills with ability to work in high stress under deadlines.

· Execute all entrusted task with precision and honesty and ever willing to shoulder responsibility.
Professional Experience

Role as Administration Assistant. 
· Nithya Rubber Industries , Kollakadavu Industrial Estate , Kallimel P.O, Mavelikara, Kerala, India (1st October 2011 to 30th December 2016)

1. Oversee receptionist area, and responding to telephone and in-person request for information.

2. Handle all public relations enquires.

3. Coordinate inventory orders, office supplies, and travel arrangements for production staffs.

4. Greet numerous visitors, including VIPs, Vendors, and interviews candidates.  

5. Typing all important documents, letters and experience certificates for the staffs.  

· Sanjivani Multi-Speciality Hospital Alacode, Kollakadavu, Chengannur,Kerala, India (March-2010 to September 2011)
1. Oversee front office and enquires.
2. Published marketing materials for hospital and arranges free camp for the patients.

3. Arrange doctors conference schedules with medical directors.

4. Giving orientation class for the new staffs and trainees.

5. Typing office documents, memo, warning letter and experience certificates for the staffs.

Responsibilities  
· Ability to analyses and solve problems. 

· Skilled and well organized in providing customer service. 
· Active, energetic, responsible with good communication skills. 

· In-depth knowledge of MS word, MS Excel, Power point and report making.

· Preparing analysis for customer relationship.
· Good track of co-ordination in particular fields.
Academics
· Secondary school leaving certificate [S.S.L.C], Kerala Board.

· Pre -Degree ,Kerala  University
· Degree,BA-Literature, Bharathier University

· MBA- Human Resource, Bharathier University 
Technical Certification
· MS office  and Tally, ERP 9.0.
· SAP  Finance and SAP  ERP  User.
Personal Details
	Date of Birth
	26 March 1983

	Sex
	Female

	Religion
	Hindu

	Nationality
	Indian

	Marital Status
	Married

	Languages Known
	English, Hindi and Malayalam 

	Hobby
	Singing, Cooking, Reading

	
	


