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VANDHANAMOL 
Vandhahamol.150309@2freemail.com 
​​​​​​​​​____________________________________________________________________________________________
OBJECTIVE

To be part of an organization that effectively utilizes my knowledge in a constructive way to achieve the organizational goals, while providing me the opportunity to build and enhance my work experience to excel and achieve professional success and career growth. 

PROFILE 
A post graduate in Mathematics, with good skills, who would confidently employ her best abilities to perform to the expected level to attain the organizational targets.

EDUCATIONAL QUALIFICATION
· Post-Graduation (Masters of Science) in Mathematics under Mahatma Gandhi University,Kottayam, Kerala, India – 2014  ( Score : 85 % )

· Graduation (Bachelors of Science ) in Mathematics under Mahatma Gandhi University, Kottayam, Kerala , India – 2012 (Score : 78 % )

· Senior School Certificate (Science stream) from Board of Higher Secondary Education, Govt.of Kerala,  India – 2009 (Score : 76 % )
· Secondary School Certificate from Board of Education, Govt. of Kerala, India – 2007 (Score : 82 %)
· Certificate course in Computer Application ( Grade : A )
WORKING EXPERIENCES 
 Al Intishar Insulation Sharjah U.A.E
 Designation: Receptionist cum Admin Assistant 


Duration: March 2015 to   September 2015.
 Responsibilities:

· Answering telephone, screen and direct calls.
· Greeting visitors.

· Provide general administrative and clerical support and prepare correspondence and documents.

· Maintain appointments, co-ordinate meeting and control inventory relevant to reception area.
Faima Cleaning services LLC,Dubai,U.A.E

Designation: HR Assistant 





Duration: March 2017 to at present.
Responsibilities:
· Assisting with day to day  operations of HR functions and duties
· Compiling and update employee records(hard and soft copies)

· Provide payroll information by collecting time and attendance records.

· Submits employee data reports by assembling, preparing and Analyzing data.
COMPUTER SKILLS

Have worked on Microsoft Office version (MS WORD, EXCEL,POWERPOINT)


Typing 30 words per minutes.
AREAS OF INTEREST 
· Services and Administration
· Teaching ,Learning, Research and Development

· Accounting related jobs

STRENGTHS 
· Sincerity and Punctuality

· Commitment to work

· Desire to learn and excel

· Positive outlook

· Good communication and Leadership skills

PERSONAL DETAILS 
·   Date of Birth                   -  29th March 1991

·   Sex                                   -  Female       

·   Nationality                      -  Indian 

·   Marital Status                 -  Married

·   Visa Status                      -  Residence Visa ( Husband’s sponsorship) 

·   Languages known           -  English, Malayalam, Hindi ,Tamil
DECLARATION

I, Vandhanamol C hereby declare that the above information is true to best of my knowledge and belief. I assure you of my steadfast devotion to duty and look forward to a favorable response from you at the soonest.
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