
AKHILA P

PROFILE SUMMARY

WORK EXPERIENCE

Pf

ADMIN HEAD  

BRILLIANZ EDUCATION, KARAMA, DUBAI, UAE                                           (01/2022 - 01/2025)

and student engagement.  

Prepared and delivered comprehensive reports, presentations, and critical documentation.  

-

tional standards.  

at all levels.  

Designed and maintained advanced spreadsheets to streamline administrative processes and 

improve data tracking.  

MBA, LOGISTICS & HR
RVS IMSR, 04/2020

BBA, COMPUTER APPLICATION
RVS COLLEGE OF ARTS & SCIENCE, 
04/2018

HIGHER SECONDARY
KENDRIYA VIDYALAYA KELTRON NAGAR, 
03/2015

EDUCATION

Administrative Support  
HR Operations  
Logistics Coordination  
Documentation Management  
Team Collaboration  
Problem-Solving  
Data Management  
Record Keeping  
Communication Skills  
Time Management  
Process Optimization  
Client Relations  

SKILLS

Education

AWARDS 
LECTURER  
LEADERS COLLEGE, KANNUR, KERALA, INDIA                                             (06/2020 - 11/2021)

needs.  

growth.  

Provided constructive feedback and mentoring to support student academic and personal 

development.  

Collaborated with colleagues to innovate teaching methodologies and optimize learning 

outcomes. 

English

Hindi
Tamil

LANGUAGES

+971-543-425473 Al nahda,sharjahakhilaputhalath60@gmail.com http://www.linkedin.com/in/akhila-puthalath-4a5400160

logistics. Skilled in managing operations, coordinating teams, and maintaining accurate records 
-

Verify invoices and bills for accuracy, compliance, and prompt resolution of discrepancies.

Recruit and train staff to enhance performance and ensure operational ef�iciency.

Manage inventory by monitoring stock levels and minimizing wastage effectively.

Plan and execute events with proper coordination, budgeting, and logistics.

Track expenses, authenticate bills, and maintain accurate and systematic records.



ASSOCIATE - CLIENT DELIVERY OPERATIONS  
FACE, COIMBATORE, INDIA                                                                                   (01/2020 - 03/2020)

Monitored and evaluated team performance, implementing improvement strategies where 

Scheduled and optimized staff activities to align with operational demands and deadlines.  

Streamlined travel arrangements and logistical coordination for staff, enhancing operational 

INTERNSHIP

INTERN - DOCUMENTATION SECTION  
GLO SHIPPING AND LOGISTICS

Prepared and maintained accurate and detailed shipping and logistics documentation to 

-

Coordinated with cross-functional teams to streamline the documentation process and meet 

client deadlines.  

shipping data.  

Assisted in tracking and updating shipment records to provide real-time insights to stake

-

holders.

Passport No      : Y9542852
Date of Issue     : 31/10/2023

PASSPORT DETAILS

Date of Birth: 13/03/1998

Gender; Female
Marital Status: Married

PERSONAL DETAILS


