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CURRICULAM VITAE                                      
E-MAIL: anitta.369426@2freemail.com 
CARRIER OBJECTIVE
 SEEKING A CHALLENGING POSITION WHERE MY KNOWLEDGE AND SKILLS CAN BE EFFECTIVELY UTILIZED AND ENRICHED AND CAN CONTRIBUTE EFFECTIVELY TO THE ORGANIZATION. WILL TO WORK HARD AND LEARN IN ORDER TO ACHIEVE
 PROFILE

· GOOD COMMUNICATION SKILLS

· BELIEVE IN HARD WORK

· WELL ORGANIZED

· GOOD TIME MANAGEMENT

·  HIGHLY SELF-MOTIVATED 
· CONFIDENT AND A QUICK LEARNER
PROFFESSIONAL HISTORY
· COMPANY             : HARBOUR VIEW RESIDENCY
 JOB TITLE              : GUEST RELATION EXECUTIVE
 DURATION            : 1/06/2010 to 1/07/2011
DUTIES AND RESPONSIBILITIES:

· Meet, Greet, Escort arriving guest from the front desk to their rooms.
· Attends promptly to customers' inquiries and assists them with their needs.

· Respond quickly to calls in case he is not at his post.
· Promotes all the facilities of the hotel and knows the surrounding areas when asked for directions.

· Logs the day's activities in a logbook to ensure that the next person on duty is familiar with everything that needs extra attention

· COMPANY             : OLIVE BEACH PROMOTERS
 JOB TITLE              : CUSTOMER RELATION MANAGER & HR EXECUTIVE
  DURATION            : 1/08/2011 to 30/10/2014
DUTIES AND RESPONSIBILITIES:

· To ensure the team has the requisite skills and tools to do their jobs effectively and efficiently
· To oversee the development of relationships between the Customer Relationship Managers and customers and ensure that follow-up schedules and deadlines are met.
· Working with Customer Service, Marketing Services and Operation to develop and maintain a customer-focused attitude toward activities,

· Concentrating on those that most strongly contribute toward improving   customer lifetime value.
· Lead generation
· COMPANY             : PRIMECARE TECHNICAL SERVICES ( DUBAI)
 JOB TITLE              : ADMINISTRATION  MANAGER 
  DURATION            : 1/05/2015  to 30/06/2016
DUTIES AND RESPONSIBILITIES:
· Plan and coordinate administrative procedures and systems and devise ways to streamline processes

· Recruit and train personnel and allocate responsibilities and office space

· Assess staff performance and provide coaching and guidance to ensure maximum efficiency

· Ensure the smooth and adequate flow of information within the company to facilitate other business operations

· Manage schedules and deadlines

· Monitor inventory of office supplies and the purchasing of new material with attention to budgetary constraints

· Monitor costs and expenses to assist in budget preparation

· Oversee facilities services, maintenance activities and tradespersons (e.g electricians)

· Organize and supervise other office activities (recycling, renovations, event planning etc.)

· Ensure operations adhere to policies and regulations

· Keep abreast with all organizational changes and business developments

EDUCATIONAL QUALIFICATION
· HIGHSCHOOLING

·   B.B.A IN MADRAS UNIVERSITY (CORRESPONDANCE)
PROFFESSIONAL QUALIFICATION:
· DIPLOMA IN AVIATION, HOSPITALITY, AND TRAVEL   MANAGEMENT FROM FANKFINN INSTITUTE OF AIRHOSTESS TRAINING
 COMPUTER KNOWLEDGE

· PHOTOSHOP & LINUX,C++
· OFFICE AUTOMATION (MS WORD , MS EXCEL , MS POWERPOINT )
       PERSONAL DETAILS
               MARTIAL STATUS                            : MARRIED
               NATIONALITY                                   : INDIAN

               DATE OF BIRTH                                : 22-09-1992          
               AGE                                                    : 24
     LANGUAGES KNOWN                            : ENGLISH, MALAYALAM,  HINDI AND TAMIL
     PASSPORT DETAILS                
           DATE OF ISSUE

    : 28-10-2016
           DATE OF EXPIRY
    :  27-10-2026
           PLACE OF ISSUE

    : KOZHIKODE
DECLARATION
 IN VIEW OF THE ABOVE PARTICULARS PLEASE CONSIDER MY APPLICATION FOR FAVORABLE ACTION AND GIVE ME AN OPPORTUNITY TO WORK UNDER YOUR KIND ADMINSTRATION,  I ASSURE YOU THAT I WILL PERFORM MY DUTIES HONESTLY TO THE ENTIRE SATISFACTION OF ALL CONCERN
DATE

PLACE                                                                                                                          ANITTA 
