     
ANITHA
ANITHA.11343@2freemail.com 

      H.R. Manager

      Sub : Application For The Post Of Secretary.

      Dear Sir,

      This is in reference to your advertisement in the appointment supplement of the 

      GULF NEWS dated September 14, 2006. Please find along with my curriculum vitae

      for your kind perusal. I assure you that I will execute the duties entrusted to me with utmost sincerity and hard

      work. I will win the entire satisfaction and co-operation of my seniors and subordinates.

      Awaiting for a favorable response from you.

      Thanking you,

      Yours faithfully

      (ANITHA   

 CAREER OBJECTIVE

To reach a better position in a reputed and well established organization which fully utilize 

my skills and potentials and get avenues for individual contributions for the development and growth

of the organization for job satisfaction.

ACADEMIC QUALIFICATION : 

1) Bachelor of Commerce (B. Com) Degree from Mahatma Gandhi University Kottayam, Kerala.

2) Post Graduate Diploma in Computer Applications from Academy of Computer Education, 

    Cochin, Kerala.

EMPLOYMENT HISTORY

Employer : European Perfume Works Co. L.L.C, Sharjah, Period : 2003 January to 2005 December.

Position Held : Receptionist / Secretary.

Responsibility : Handling a busy switch board and Secretarial Works.

Employer : European Perfume Works Co. L.L.C, Sharjah, Period : 1998 January to 2000 December.

Position Held : Assistant Purchase Officer.

Responsibility : Assisting Purchase Manager.

Employer : Altron Computer Academy Adoor, Kerala, Period : 1995 January to 1997 December.

Position Held : Computer Teacher.

Responsibility : Teaching Programming Languages and Packages.

EXPERIENCE HIGHLIGHTS

1.
Receptionist / Secretary 

•
Receiving Couriers & distributing. 

•
Sending, Receiving & distributing faxes. 

•
Typing bank documents and export documents. 

•
Handled a busy switch board more than seven lines. 

•
Experience in Fedex Package system for sending Couriers. 

•
Experience in M/S office Packages.  

•
Experience in Front office Administration. 

•
Experience in making quotation & invoice. 

•
Experience in Tally & Peach Tree. 

2.
Assistant Purchase Officer. 

•
Making Purchase orders & Sending to customers. 

•
Dealing with customers through correspondence for price reduction & appropriate delivery. 

•
Making new customers. 

•
Handling import documents. 

•
Entering inventory data’s. 

PERSONAL DETAILS

            Indian / Female / Date of birth : 13th March 1971/ Married / Husband’s Visa

            Languages Known : English, Hindi and Malayalam. 

