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Career Objective
A highly motivated and well organized Administrative Assistant with seven years of experience in a office based environment. A quick learner can learn new ideas and experienced in coordinating, planning and organising a wide range of administrative activities. Well organised and an excellent team player with a proven ability

to work proactively to fulfill the company’s mission and vision. 
EMPLOYMENT HISTORY:

 Company Name     :  Town Municipal Office, Mangalore (Under Govt of    

                          Karnataka,India)

 Position                 :  Admin Assistant cum IT Staff cum
 Duration                :  November 2008 to April 2016

JOB RESPONSIBILITES:
· Monitor incoming calls, emails and answer or forward as required.
· Looking up information on a computer system. 

· Producing and sending letters.
· Sorting, recording and distributing mail.
· Updating computerised and clerical records. 

· Organizing and maintaining files and records.
· Update and maintain databases such as mailing lists, contact lists and client information.
· Record and edit the minutes of meetings, then distribute them to appropriate officials and staff members.

· Plan and direct the maintenance, filing, safekeeping, and computerization of all municipal documents.

· Issue public notification of all official activities and meetings.

· Respond to requests for information from the public, other municipalities, state officials, and state and federal legislative offices.

· Issue various permits and licenses  includes building & trade licenses, Issue of Birth and death certificate, Residencial Certificate and collecting the appropriate fees.
· To supervise the Data Entry Import.

· Upgrading and maintenance of OS.

· Updation of official website.

· Various application software Installation and configuration.

· Preparation of training module and imparting training to municipal staff.

· Verify the bills/vouchers pertaining data entry operators/data entry firms.
· Dealing with enquiries by phone, in writing or in person. 

 Educational Qualification:
Diploma in Computer Science and Engineering(3 Years) from Board Of Technical Education Bangalore.

 Technical skills
· Knowledge of MS Office. 
· Skilled at researching online information for providing support to different departments.
· Prepare seminars using Power Point. 

· Excellent hands on Google Docs, Drive and Calendar.
· Proficient in using Internet, Email and search engines.
· Exceptional knowledge of using data entry software and performing data entry tasks with accuracy.
  Additional  Skills:
· A polite, tactful and friendly manner.
· Accuracy and attention to detail.
· Good organisational skills.
· Ability to work well as part of a team.
PERSONAL DETAILS:

Nationality


:
Indian







Languages Known

:
English, Hindi, Kannada, Konkani, Tulu
Declaration:
I hereby declare that above mentioned details are true to the best of my knowledge.                                                                                  









Yours Faithfully,








     SHANTHI 
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