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ALIYA.371911@2freemail.com 

Personal Data:

Date of Birth   : 20th march                       1992
Gender              :female
Nationality        : Indian

Marital Status:  Single
Visa :  visit visa                                   
Languages known:

English, Hindi and Urdu, telugu.
Interests and

Hobbies  : 

Traveling, Shopping, Music, Singing, Browsing and Making Friends.

	Objective:
A career in office administration & corporate management  with an organization of ambition and reputation, to work efficiently and effectively throughout, to prove myself as an asset for an organization, to hold position of responsibility and challenge in time to come.
   Academic Qualification:
· Master’s in commerce (M.com) with HR (major) in 2017 

· Master’s in Business Administration MBA (major) Finance (minor) HR in 2014 with 70%

· Graduation in B.Com (Computers) in 2012 with 82%.

· Intermediate (C.E.C) in 2009 with 76%.

· SSC from G. Narayanamma high school in 2007 with 75%

   Technical Qualification:
· DCA – Diploma in Computer Application.
   Computer  Skills:
· Operating system     : WIN XP, WIN 7, WIN 9
· Package                          : Windows, MS-Office, Tally 7.0, Internet.
   Professional Experience:
Work experience:
1.Customer care executive: (Voice process)
Hyderabad Metro Water Supply & sewerage Board  
Working Experience: 2  years
Job Profiles:
· Dealing of complaints to completion and enabling satisfaction of customer.

· Rendering useful administrative support to other members of the customer care team.

· Answer participant questions, as well as question participants to obtain full understanding of what information is being requested.
2 HR assistant & Front Office Executive: 
Alekhya Diagnostic center :
Working Experience: : 6  years 
Job Profiles:
· Preparing financial documents such as invoices, bills, and accounts payable and receivable
· Verifying balances in account books and rectifying discrepancies

· Appointing the staff

· Maintaining record and files

· Managing correspondence
· Booking Day wise transaction Entry

· Attending calls and enquiries. 

· Managing patients data

· Assisting with budgets

         Details of Work Experience In India:

· Worked as  Indoor Sales man in Chermas Showroom from Oct 1998 to Nov 2003. Hyderabad (India).



	
	· Completing purchase orders

· Managing payroll

· Coordinating internal and external audits
3  VISIONARY GROUP OF INSTITUTIONS
     Designation

:HR - Accountant / Lecturer 
     Duration
            : 2 year 9 months

· Managing day-to-day transactions

· Recording office expenditures and ensuring these expenses are within the set budget

· documents and posting them to the proper accounts

· Reviewing computer reports for accuracy and meticulously tracing errors back to their source

· Resolving errors in financial reports and correcting faulty reporting methods
· Completing financial reports on a regular basis and providing information to the finance team

· Maintains professional and technical knowledge by attending educational workshops

·  Reviewing professional publications

·  Establishing personal networks.

·  Participating in professional societies.

· Accomplishes the result by performing the duty.

· Contributes to team effort by accomplishing related results as needed.

· Maintaining record and files

· Managing correspondence
· Transaction Entry
           SUBJECTS HANDLED
· Social studies, 
· English,
·  Commerce & Accounts,
·  Financial services   Banking and Insurance,

·  Business organization & management, 
· Auditing.     



	
	PROJECT SUMMERY:

MBA PROJECT:

Tittle


: Risk management

Company
             : BHEL ( Bharat Heavy Electronics ltd)

Objective

: To identify, assessment & prioritization of risk &

                                economical application of resources to                                                                       

                          Maximize, monitor and control the probability &

                          impact of unfortunate events or the Realization 

                          of opportunities

M.COM PROJECT:

Tittle


: Employee relations

Company
              : Apollo hospital

Objective
             : To have an overview of HRM & employee relations

                                In healthcare sector as this is one of the Sector                                                                                 

                                Employees becomes the cluck of all operations
Talents & Achievements:
· Willing to take on multiple duties & Rearrange priorities.

· Customer focused both Internal & External.

· Suggest & Implement new Operations & Infrastructure
   Awards and Achievements:
· Among the top rank holder throughout my academics.

· 100% Attendance throughout the MBA

· 1st Prize in essay writing competition conducted on Indian police day

· Participated in various Sports Events in my College

Personal Details:
         Visa Status           : Visit Visa 

Interests               : Internet, Cricket, Listening Music, Singing.

Language Known: English, Hindi, Telugu and Urdu.

Declaration:

I do here by declare that the information furnished above is true and correct to the best of my knowledge.




RESUME








