
A B O U T  M E

To pursuit a challenging career that give me the opportunity to contribute to the
success of the organiza�on as well  as to a�ain a personal and professional growth.

W O R K  E X P E R I E N C E

Customer Care Assistant

Malayalam Manorama / Ernakulam / May 2018 - Sep 2021

Assist with employee training and development ini�a�ves.
Prepare reports and analyze data related to HR ac�vi�es.
Manage employee payroll  and other records.
Resolve customer complaints and provide appropriate solu�ons
Develop and maintain rela�onships with customers.
Respond to customer inquiries in a �mely and professional manne.r
Provide accurate informa�on about company policies and procedures.
Monitor employee performance and provide feedback.

Tele calling & Office assistant

Air King Interna�onal / Ernakulam / Dec 2021 - Present

Managed office supplies,  vendors,  organiza�on, and upkeep.
Directed phone cal ls and distributed correspondence.
Assisted in planning and arranging company events.
Supported bookkeeping and budge�ng procedures.
Assisted in maintaining and upda�ng company databases.
Conduc�ng and giving assistance for cl ient mee�ng.
Assist in recrui�ng, interviewing and onboarding new employees

E D U C AT I O N

B Com ( Avia�on)

Bangalore University / 2017

Plus Two ( Commerce )

Kerala Board of Higher Secondary Examina�on 

SSLC

SSHSS Vazhithala Thodupuzha Idukki / 2012

Angel Mathew
C U S T O M E R  C A R E  A S S I S T A N T

+971 567919141

angel .mathew2103@gmail .c
om

Moonutho�yil  (H)  
Inchakundu P.O Kalkuzhy 
Thrissur Dist  Kerala,  India,  
Pin-680 312,  Thrissur,  
680312,  india

S K I L L S

Office Assistant

Front Office

Microso� excel

Microso� office

Photoshop

L A N G U A G E S

Hindi

Kannada

Tamil

English

Malayalam

P E R S O N A L

D E TA I L S

Date of birth
  21-03-1996  

Na�onality
  india  

Visa status
  v is it   

Marital status
  Married  

ANGEL MARIYA MATHEW
Front Desk Receptionist & Office Assistant

FRONT DESK  RECEPTIONIST

FRONT DESK  RECEPTIONIST & OFFICE ASSISTANT 

ENGLISH

TAMIL

HINDI

KANNADA

MALAYALAM


