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							Email:reshmaraghu100@gmail.com
CAREER OBJECTIVE:
To seek responsible position in an organization and to provide best of my abilities, skills, talents and knowledge to the organization concerned through my hard work and sincere efforts.
ACADEMIC QUALIFICATION:
	Sl. No.
	Course
	University
	Year of passing

	1
	BBM
(Bachelor of business management)
	Govt First Grade College, 
Car street, Mangalore
	2011

	2
	PUC
	Govt PU Women’s College, Balmatta, Mangalore
	2008

	3
	SSLC
	St. Sebastian High School, Thokkottu, Mangalore
	2006



COMPETENCY:
· Diploma in Office Management(IICT-Computer Education Mangalore)
· Productivity tools-MS Word, Excel, Power point, MS Access, Operating System
· Graphic designing- Corel Draw, Nudi, Page Maker, Photo Shop
· Accounting Package- Tally 9, 7.2
· Web designing- HTML
AREA INTEREST:
· Administration
· Accountancy
· HR management & Finance
SKILL SET:
· Flexibility/Adaptability/Managing multiple priorities
· Interpersonal ability/Leadership Quality 
· Personality Development and Soft‐Skill Training
· Good communication skill
· Confidence to deal with people
· Ability to work in a team

WORK EXPERIENCE: 

· Worked as a Process Associate in Omega Health care Centre Bangalore(2015-2016)
· Data entry of patient personal information and disease code
· Medical billing and Charge entry
· Solving data Queries by sending mails to the client
· Planning company Goals & targets
· Worked as an HR& Admin/Accountant in Unique Creation Max Co Bangalore(2014-2015)
· Providing job search guidance
· Managed recruitment & selection process
· Develop human resource Policies & Benefits
· Advising on payroll & Benefits,developing salary scales
· Following Work,Time,People & Office management
·  Accountant, daily records, purchase, sales, payment & receipt books
· Worked as a Computer Teaching Trainer & Asst. Admin in Mother Dolphin English School Bangalore(2013-2014)
· Trained a basic computer knowledge:Paint,word,excel,powerpoint
· Designed master education training plans
· Media presentation/Staff forecasting
· Office Management & Handling accounts work
· Worked as a Telecaller and backend in Vodafone Co Mangalore(2011-2012)
· Acting as a contact between a company and its Existing & Potential markets & responding to incoming email and phone enquiries
· Analyzed call logs and sales numbers for compliance with targeted sales quotas
· Maintaining and developing relationships with existing customers in person and via telephone calls 
· CO-CURRICULAR ACTIVITIES:
· Participated in quality of education program, management games & fest 
· Paper Presentation:Presented Paper on topic:Consumer Rights
· Seminar:Partcipated in the UCM Seminar:Customer Service
PERSONAL PROFILE:
Name in full					: 	Reshma Prashanth Shetty
Date of Birth					:	07/10/1990
Nationality					:	Indian
Marital Status				:	married
Languages known				:	English,Hindi, Kannada and Tulu
Hobbies					:	Reading books, learning new things 
Passport No					:	P4601950 Valid till (05-09-2026)
Visa Status					:	Husband Sponsership(10-11-2018)		
DECLARATION:
I hereby declaring that above furnished details are true to the best of my knowledge.
Thanking you,						Yours sincerely,

Date:
Place:	dubai																		(RESHMA PRASHANTH SHETTY)											
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