RESUME

Mrs.FALDU KAUSHAL PRASHANT

B-25,G-2,Janta Hsg.Soc.
Jesal Park, 

Bhayandar (East)
Mob. No: - 9913324533 / 9825588079

Date of Birth: - October 10, 1984

Gender: - Female

Marital Status: - Married

Career Objective

Develop inter personal skills so as to create excellent working conditions at work place.

To accept a challenging position that promotes growth and excellence.

                                                         Profile

Focused and hardworking, willing to go an extra mile for the Organization. 

Effective team player with outstanding communication and interpersonal skills.

                                                 Work Experience      

Worked as a Training Executive in Air Hostess Academy  (AHA), Mumbai for 13 months .

Worked in United Film Organizers (UFO) sister concern of Apollo International Pvt  Ltd, Mumbai in Commercial Department for 4 months. 



Currently working with MetLife India Insurance Co. Ltd. As Sr.Executive (Facilities and Administration)

Work profile includes:

Currently handling 5 branches and processing all the following work for 5 branches.

Processing vendor monthly bills.

Scrutinizing and selecting vendors if need arises.

Handling 5 branches Petty Cash records and preparing reports for the same.

Handling day to day courier records.

Keeping material inward and outward records.

Has done full admin. Set up for 4 offices.

Keeping a track, weather electricity, papers etc are not wasted.

Processing basic HR formalities like preparing Joining Kit, Exit Formalities for employees, and sending to Head office.

Sending requisitions for Visiting Cards, Brochers, Policy Application forms,SPI stock.

Collecting back Visiting cards and Employee ID cards if employee resigns.

Keeping Stationary stock records.

Preparing monthly admin. Reports.

Housekeeping & security,
Laision with all departments.
Education

Completed T.Y.Bcom majoring in Finance-March 2004

Completed HSC from Mumbai University- March-2002

Completed SSC from Mumbai University- March-2000

Professional Qualification   

Completed One Year Diploma course in Aviation and Hospitality      Management from Air Hostess Academy , Mumbai.

Completed First Aid Training from St Johns Ambulance Hospital , Mumbai.

Diploma in MS OFFICE, D.T.P.

Currently pursuing PGDHRM from Symbiosis Institute of Distance Learning (SCDL), Pune

Language Proficiency

English, Hindi, Marathi, Gujarati and Basic in German.

I hereby declare that the facts presented above are true, complete and correct to the best of my knowledge.

Date: 20th March 2009
Place: Mumbai
