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Objective

To obtain a responsible position where the combination of my qualifications and training will be beneficial in a suitable field and acquire new abilities.
.

EDUCATIONAL PROFILE

	COURSE
	UNIVERSITY/BOARD
	PERCENTAGE

	SSLC
	Board of Examination under Kerala Govt.
	60%



	PRE DEGREE
	Calicut University.(1995-1997)


	
  50%

	B. Sc

	Kannur University.(1997-2000)
	67%

	M.Sc 
	Bharatiyar University Coimbatore.(2004-2006)
	72%

 


ADDITIONAL QUALIFICATION

Higher Diploma in Co-Operation (HDC) conducted by Co-operative Examination Board .
One year Diploma in Computer Operator and Programming Assistant (CO&PA) conducted by NCVT (National Council for Vocational Training)
COMPUTER SKILLS 
Well-versed in Windows, Microsoft Office, programming languages.
PERSONLA SKILLS   AND COMPETENCES:

Mother Tongue: Malayalam

Other Language Known:  English, Hindi.
SOCIAL SKILLS AND COMPETENCES: 
 Polished and professional approach towards my job and the company. Excellent e-mail, phone, and written communication skills for interacting with internal clients, guests, and staff members. Very skilled at interacting in one-on-one situations or a large group setting.
TRAINING

· Clinical Training in Hospital-pariyaram Medical College, Pariyaram,

Kannur, Kerala. [June 2005 – July 2006]

· Food Industry Training- Regional Agro Industrial Development Co-

Operative of Kerala Ltd, Kannur, Kerala   [November - December2005]

SEMINAR AND CONFERENCES

· Attended a Health Expo organized by Coimbatore Diabetic Foundation (CDF)

· Attended a State level seminar conducted by PG Dept of Foods And Nutrition RVS

· Arts And Science Coimbatore on “Life Style Changes and Obesity” 

· Attended a State level conference on “Healthy Cooking On Healthy Life” conducted by Dr NGP Arts And Science College Coimbatore

EXPERIENCE: 

· Worked as a dietician cum ward secretary in Ahalia Hospital, Abu Dhabi, U.A.E for a period of six months.

· Worked as  a  dietician in Malabar Institute of Medical Science Hospital,calicut,India for a period of 3 years.
· Worked as Dietician in Janatha Hospital for a period of 2 years.

· IDA Member (Indian Dietetic Association) from August 2007onwords.
DUTIES AND RESPONSIBILITIES:
· Preparing  credit and cash bills,

· Attending telephone calls, managing the front desk and reception area.
· Supporting the office staff and distributing faxes and incoming correspondence frequently.

· Greet guests and manage the front desk with dependability and reliability in a stable and professional corporate office environment. 

· Assist office staff on an as-needed basis.

· Know the basic clerical skills e.g., light typing, filing, mail distribution.

· I eventually took over the responsibilities of answering questions and fulfilling requests for agents and clients with time-sensitive issues.. 
· Assist in opening and closing procedures at the facility. 

· Ordered, distributed and managed office inventory, keeping work space neat and organized.

· Operate office machines, such as photocopiers and scanners, fax machines and personal computers.

· Compute, record, and proofread data and other information, such as records or reports.

· Maintain and update filing, inventory, mailing, and database systems, either manually or using a computer.

· Open, sort and route incoming mail, answer correspondence, and prepare outgoing mail.
· Review files, records, and other documents to obtain information to respond to requests.

PERSONAL DETAILS

Sex:
                             
Female

Date of Birth                 :  
24– 01- 1980

Marital Status
              : 
Married.
Nationality 
              : 
Indian

DECLARATION

I hereby declare that the above given particulars are true to the best of my knowledge.

PAGE  
1

