Resume  

Name: Marysheela
Mob no : 9844379625						MailID: sheela.im@gmail.com
Objective:
To work in a firm with a professional work driven environment where i can utilize and apply my knowledge, skills which would enable me as a fresh graduate to grow while fulfilling organizational goals.
_________________________________________________________________________________ 
Expertise Summary 
· [bookmark: _GoBack] To be asset to be an organization  
· Expertise HRD Administration.

· A quick learner.

Key skills  and management 
Professional management skills
1. Meeting Objectives
2. Identifying problems
3. Promoting solution
4. Motivating  and developing staffs
Well developed and effective communication skills
Thrive in deadline- driven environment
Excellent team – building skills

Educational qualification
	Qualification
	Institution
	Year of Passing
	% of Marks
	Grade

	H.S.C.
	AVINASHILINGAM
Hr.Sec.School. 
	April – 2002
	64%
	First Class

	S.S.L.C.
	AVINASHILINGAM
Hr.Sec.School. 
	April – 2000
	61%
	First Class

	B.COM.C.A
	ANNAMALAI
UNNIVERSITY
	2008-2011
	58%
	Second class


	MBA HR
	MADRAS UNIVERSITY
	2012-2014
	60%
	First class





Work experience

Institution	:	Sankara Eye Hospital 	
Designation	:	Personal secretary of Dr.Mahesh  
Institution	:	The Eye Foundation
Designation 	: 	HR Executive cum counsellor
                               Deputy operation manager

Experience Summary:
· Focus and decreasing the hospital length of stay by interviewing early in the discharge process to impact timely discharge.
· Escalates admission issues and problems according to established procedures to ensue timely resolution.
· Providing superior and customer services and admission support to referral sources and patients.
· Consistently meets sales and marketing call objectives as established by management.
· Facilitates and coordinates timely admission process for all surgery patients.
· Expertise in data gathering, analysis and reporting
· Ramp handling and supervision of Ramp activities
· To work with operational team in planning , implementing and monitoring standards of all works relating delivering an excellent service to the customer.
· To monitor and develop direct reports through training and regular service.
· To drive profit improvement through both sales generation and cost saving initiative in a collaborative manner with the operation team’s.
· To deliver training and corporative briefing.
· To establish operate and maintain procedures for the effective planning , organisation, control, monitor and review of the services.
· Perform periodic and yearly evaluation for departmental Staffs .
· Excellent interaction with cross- functional teams
· Great customer interfacing skills and customer orientation
· Self- motivated, result-oriented and desire for constant learning
· Ability to quickly learn new tools and incorporate into reporting.
· Staffs weekly rotational postings
· Addressing the customer complaints and feedback
· Induction training 
· Daily/Weekly/Monthly Reports
· Daily attendance report
· ESI/PF
· Salary
· Supervising Ramp activities
· Handling Circulars
· Customer handling
· Training new staff
· Staff weekly routine postings
· Addressing the customer complaints and feedback

Computer Skills
Ms office, Ms word, Ms Power point, Presentation,
Windows 7, internet


PERSONAL DETAILS
Name	:	Marysheela.I
Father’s Name	:	G.IMMANUEL
Date of Birth	:	28.06.1986
Sex	:	Female
Address	                          22A, RS NAGAR, 
                                               KAVUNDAMPALAYAM
      COIMBATORE
       TAMILNADU
MOBNO				:9844379625
 MAILID				:sheela.im@gmail.com
Mother Tongue	:	TAMIL
Nationality / Religion	:	Indian / Christian
Languages Known	    	Tamil& English &Kanada  
DECLARATION
	I solemnly pledge that the above information is true to the best of my knowledge and understanding.
Date:								         Yours faithfully,



