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Objective


To be associated with a progressive organization. 

To be a part of team that dynamically works towards growth of organization and gain satisfaction thereof.

To update my knowledge and skills in accordance with the latest trends.

Educational Profile

I. 
Course
:
Bachelor of Commerce (B.Com.)


Institution
:
Kerala University, Kerala, India.


Year of Passing
:
1999
II.
Course
:
Higher Diploma in Co-operation 


Institution
:
Kerala University, Kerala, India.


Year of Passing
:
2001

Technical Profile


I. 
Course
:
Secretarial Practice & Office Management

Institution
:
Institute of Engineering, Kerala, India.


Year of Passing
:
2000
II.
Course
:
Diploma in Desk Top Publishing Operation  


Institution
:
Institute of Engineering, Kerala, India.


Year of Passing
:
2000


Packages
:
Microsoft Office 2000
(MS Word, MS Excel,                   

MS Power Point, MS Access)



 

Adobe PageMaker, CorelDraw, 




Photoshop, Microsoft Visual FoxPro

Operating Systems
:
Windows 2000 and Windows XP

III.
Course
:
Diploma in Data Entry Operation


Institution
:
Institute of Engineering, Kerala, India.


Year of Passing
:
2000

IV.
Course
:
Typewriting English Higher and Word 



Processing English Higher


Institution
:
Department of Technical Education, Kerala, 



India.


Year of Passing
:
1999, 2002
Work Experience

I.
Organization
:
Phoenix Computer Centre and Institute of 



Commerce, Trivandurm, Kerala, India  
Period
:
January 2001 – February 2006 

Designation
:
Worked as an Instructor cum Desk Top 




Publishing Operator
Responsibilities       
· Managing the front office 

· Typesetting all types of project reports, dissertation, thesis, magazines, banners etc.

· Filling and Keeping the accounts and other correspondence
· Taking care of the student’s programmes

II.
Organization
:
A.J. College of Arts and Science, 




Trivandurm, Kerala, India.  

Period
:
March 2006 – September 2006 

Designation
:
Worked as Clerk
Responsibilities       

· Managing the front office 

· Keeping the accounts of that institution

· Prepare the attendance registers, keeping students admission and examination details, sending fax.
III.
Organization
:
State Bank of Travancore, 




Trivandurm, Kerala, India.  

Period
:
April 2007 – March 2008  

Designation
:
Worked as Clerk

Responsibilities       

· Scanning the cheques, demand drafts etc.and keep its details 

· Help the customers for filling paying slip, withdrawal forms etc

· Typesetting the valuation report of the bank

Personal Profile

Date of Birth 
:
05-05-1979
Sex 
:
Female
Marital status 
:
Married 

Nationality 
:
Indian

Languages Known
:
English, Hindi, Malayalam & Tamil
