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Sangeetha 
Sangeetha.369961@2freemail.com
  Objective

To obtain a challenging and career-oriented position utilizing my experience and skills in office management that provide opportunities for advancement. To create new level of excellence and become an asset of a strong organizational and people workforce that rides along this highly technical time.

Skills and Qualities
· Excellent in interpersonal and public relation using English as means of communications.
· A solid team player. Able to carry out organizational mandates and objectives in Human Resource Department
· Fast learner, can quickly incorporate and implement new procedures
· Ability to manage multiple tasks in a pressured environment
· Dedication and drive as a hard-working individual. 
Core Competencies
· Computer Literate ( Word, Excel, PowerPoint, Internet Explorer )

· Internet Browsing, Mailing and Downloading
Educational Attainment
B.ED – Currently doing at Annamalai University, India.
M.B.A (Human Resource Management)

Annamalai University, India

 B.COM 

 Bharathidasan University, India

 Higher Secondary

 Board of Public Examination, Tamilnadu, India

Professional Experience
From Jan 2015 – till date: 

Conducting tutorial lectures at home for the higher secondary class students for business studies and account subjects.
Participating on seminars related to Human Resource and product marketing Management
From September 2014 to Dec 2014:

Teacher
Location: - Star Private school, Sharjah.
· Worked as a class teacher for 8th students.

· Subject: Mathematics.(6th,7thand 8th)
From Aug 2013 – Dec 2013: 

Higher secondary teacher
Location:-Arab unity school, Dubai.
· Worked as a teacher for 10 th and 11th students.

· Subjects are business studies and Account
From May 2011 – June 2013
Administrative officer
Location; - Dubai, UAE

Employer: - Sadan General Trading, UAE
No of Years’ Experience: - 2 years

· Provide a full secretarial and administrative support service to the Managers
· Maintain the diary and arrange appointments as necessary
· Address the requirement of Employees professional and personal issues
· Coordinating with management regarding Staff appointment and training needs
· Follow-up the customer regarding outstanding payments.
· Respond to all customer e-mails from time to time to update them on the status of their order.

· Complies with the proper operating procedures of safety and health standard/regulation
Administrative Assistant


Location: - Sharjah, UAE
Employer: - M/s. Gourmet Foods

No of Years Experience: - 1 Year






· Worked as an Office Administrator.
· Attend the needs of the staffs and monitor the production & packaging
· Assist the HR Manager for the visas of the employee and their health insurance, leave schedule, day to issues related to the production.
· Monitor and prepare files to ensure that the proper holding time is strictly followed

· Assist the logistics manager for the registering in Dubai Food control dept, Releasing of the goods from Port and shipping the goods.

· Maintain the records of each and every individual activity respectively.

Personal Details

Date of Birth
:
28/10/1983

Sex


:
Female


Civil Status

:
Married

Citizenship

:
Indian

Religion

:
Hindu

Languages

:
English, Tamil, Telugu, Hindi

Visa Status

:
Husband Sponsorship 
Sangeetha Gnanavel
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