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CORE QUALIFICATIONS

= Vorhal and written
commumnication Skills

= Multitasking

= Fast learner

= Ahility to work under pressuare

= Resistance 1o siress

= Problem sobving

= Visitor mamnagement

= Ahility to work independentiy

INTERESTS
Reading hooks

LANGUAGES

English, Hindi, Malayalam:
First Language

Arabic: Ao
.

Elementary

COMPUTER
ENOWLEDGE

= MS OHfice
= Exeel
= Ward

ARSHIDHA AP

Experienced and dedicated Receptionist with 5 vears” experionee in a
fast-pated office environment. Skilled in Customer service, multi-tasking and
administrative support.

EXPERIENCE

HRE RECEPTTONIST

ISA INSTITUTE - Thrissur, India

» Assist HR in all aspects of hiring process which will include job posting,
correspondence with. applicants, scheduling

+ Cpordinate employee recognition activitics

Schednole training sessions

= Aszist in resolving employee conflicts

*» HRE palivies and procedores

05/2022 - 10/2023

RECEPTIONIST
PS.M. COLLEGE OF DENTAL SCEIENCE AND RESEARCH - Trissur,
India
Greeting patients as they arrive and answenng the phones
Scheduling and eancelling appointments
Handling test results
Office duties, including docoment filing, scanning and recreation
communicating with dental supply vendors

01/2021 - 03,2022

RECEPTIONIST

ISA INSTTTUTE - Thrissur, India

«  Welcomed pucsts and dients in friendly, positive manner.

v Handling queries and complaints via phone, email and peneral
cTespondence

Transferring calls a8 necessary

Answered and directed incoming calls to relevant staff mombers using
multi-line telephone system.

+  Assisting the HR team with recroitments, onboarding and termination
PIOCEREES

Maintaining safety and bygiene standards of the reception area

G5/2018 - 1172020

EDUCATION

B.COM FINANCE
CALICUT UNIVERSITY

HSE
SCIENMCE

S5LC
FOCUS.LEH.5.5



