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Objective:

To achieve high position in corporate world with best of my abilities and to acquire more knowledge through my experience.
Professional Experience:
CURRENT EXPERIENCE: Working in BET MEDICAL PVT LTD as Senior Executive Administraion cum Front Office., From Nov 2012 till date

Job profile: 

In charge in day today activities faced in office as some as for reference,
· Taking care of the Attendance register of the employees,

· Responsible for the stationary items and handling petty cash,

· Maintain the clear records of inward and outward couriers,

· Preparing all the works in Excel,

· Co-ordinate the assistants for the office maintenance and housekeeping works.

· Maintaining vendor’s payments and co ordinate and release payment as per credit dates

· Bills tracking and making journal and bank vouchers.

· Flight ,train and bus ticket bookings.

· Hotel Bookings.

· Worked as an Admissions In-charge in BRILLIANT TUTORIALS from (May 2010 Oct 2012)
Job profile: 
· Taking in charge of all the Admissions for the courses handled,
· Taking care of the counselling section if needed, 

· Make the book keeping records of the students admitted,
· Enrollment applications handling.

· Worked as an JUNIOR Team Leader in SPINACH TECHNOLOGIES associated with Kotak Mahendra Insurance Company.(Feb 2009-Apr 2010).
Job profile: 

· Making calls to the data base numbers which is disputed in day,

· Handling the sales department for outbound sales threw calling,

· Fixing appointments with the customers and handling the jobs to the Team leaders, 

· Enclosing the appointments after the sales. 

· Worked as a Receptionist and cashier in STAR PRINTS (Apr 2005-July 2008).
Job profile:
· Attending incoming and outgoing calls,

· Handling Bills and Vouchers,
· Delivering and dispatching the prints for the companies and for the customers,

· Closing the cash after the sales done. 
Educational Qualification:

	Course
	Institution
	Board/University
	Percentage
	Completion Year

	B.com(CS) 
	Correspondence
	Madras University


	62

	2010


	Higher Secondary


	Model girls Hr.Secondary school, Royapettah.
	State Board
	72
	2004


	10th


	Ganapathy girls Hr.Secondary school, Royapettah.
	State Board
	76

	2002



Additional Qualification:

Completed Call center Training in Community College (2009)

Computer Skills:

Operating System  
:    WINDOWS 95, 2000, 07, 08,  XP.

            Packages               
:    MS – Office            

Personal Information:

Father’s Name

: 
M.Yogalakshmi
Date of Birth

         
:
23.03.1987
Sex



:
Female

Marital status

:
Married
Languages Known
         
:
English & Tamil 

Activities of Interest
:        
Listening to Music, Reading books
Address for Communication:
Old no:26 New no:55 1st Floor,

Srinivasa Perumal Sannadhi 2nd Street,

Royapettah,







Chennai-600 014
Declaration:
I hereby declare that all the above provided details are true to the best of my knowledge and belief.

Place:
 Chennai 







       Signature
Date:                                                                                                 

         (M.YOGALAKSHMI)     
