                                                                                                        
CURRICULUM VITAE 
 
 
SHYAMALA.D
M: +919611948141
E-Mail: dshyamala7406@gmail.com
 
C A R E E R   O B J E C T I V E S: 
To pursue as a Helpdesk Executive in an esteemed organization holding a responsible position which would enhance my skills to work in competitive environment and a strong desire to contribute to an organization’s mission. 
P R O F E S S I O N A L    E X P E R I E N C E: 
 
VR FACILITY SERVICES
July 2024 – JAN 2025 
PROCESS: APARTMENTS 
APARTMENT: ARVIND OASIS IN NAGASANDRA
DESIGNATION: Housekeeping supervisor cum Helpdesk Executive
 
WORK DUTIES: 
· Monitored cleanliness of lobby, swimming pool and other common areas. 
· Defined and monitored personnel and project schedules to ensure on time project completion. 
· Created and implemented daily cleaning schedules for staff members. 
· Explained goals and expectations required of trainees. 
· Supervised and supported housekeeping personnel to maximize quality of service and performance. 
· Maintained records of room assignments, special requests from guests and status of vacant and occupied rooms. 
· Recruited and hired workers, in addition to supervising and monitoring daily performance. 
· Performed periodic deep cleaning tasks in order to maintain high hygiene standards. 
· Submitted repair requests to maintenance team to reduce operating costs and improve energy-saving strategy. 
· Checked inventory for required supplies and made lists for needed cleaning products. 
· Respond to resident inquiries and concerns via phone, email, or in person or Mygate app.
· Maintain accurate records of resident interactions, service requests, and other relevant information.
· Stocked room attendant carts with supplies to keep carts organize 
                 

UNISERVICE APARTMENT SOLUTIONS LLP
                      FEB 2025-APR 2025
PROCESS: APARTMENTS 
APARTMENT: SOBHA MYKONOS IN HEGDE NAGAR 
DESIGNATION: Customer Relationship Manager
 
WORK DUTIES: 
 1. Meet and greet all residents and ensure proper hospitality is maintained and assist all residents for their needs / requirements related. 
2. Key Management – As per site requirement 
3. Handling the complaint management from Residents via My Gate, telephone and e-mail in a courteous manner. 
4. Document all Residents identification information, including name, flat No. and Contact information. 
5. Build rapport and elicit problem details from help desk customers. 
6. Prioritize and schedule problems. Escalate problems (when required) to the appropriately experienced technician. 
7. Responsible for Electrician & Plumbing Operations and updates. 8. FM Daily Report and work Updates of assigned departments. 
9. Record, tracker, and document the help desk request. 
10. Maintaining the record of Move-in/out / Fitout flat list as per the status.
11. Maintain the Invoice process and process and pending payment records as per client requirement. 
12. Issuing the two/four-wheeler sticker/RFID to the residents and make the record. 
13. Record & Maintain CAM charges payment by resident.
14. Maintain the record of office stationeries.







A C A D E M I C   Q U A L I F I C A T I O N: 
 
 
	COURSE 
	SPECIALIZATION
	PERCENTAGE
	INSTITUTION 
	YEAR

	S S L C 
	-
	89.76%
	KRCRS HULIKUNTE KORATAGERE TALUK TUMAKUR DIST.
	2019

	PUC
	PCMB
	84.05%
	SDM PU COLLEGE. UJIRE DAKSHINA KANNADA 
	2021

	DEGREE
	BVOC (Software and application development)
	81.85%
	SDM COLLEGE(AUTONOMOUS) UJIRE DAKSHINA KANNADA. Mangalore university
	2024


 
 
C O M P U T E R    K N O W L E D G E: 
· MYGATE APPLICATION
· MS WORD 
· EXCEL
· POWER POINT

 
P E R S O N A L   P R O F I L E: 
 
 
	FATHERS NAME 
	: 
	DEVARAJU

	DATE OF BIRTH 
	: 
	28-11-2003

	SEX 
	: 
	FEMALE

	NATIONALITY 
	: 
	INDIAN 

	RELIGION 
	: 
	HINDU

	LANGUAGE KNOWN 
	: 
	ENGLISH, KANNADA, HINDI

	ADDRESS 
	 
	T. DASARAHALLI. BANGALORE                   


 
 




D E C L A R A T I O N: 
 
 
I hereby declare that the above written particulars are true to the best of my knowledge and belief. 
  
Place: Bangalore       
 Date: 
                                                                                                                         
 
 
 
SHYAMALA D                                                                                                           
                                                                                                                           	 	 	   
