RESUME

Kavitha
E-mail: kavisha.203878@2freemail.com
Dubai-UAE

Objective:

Master Degree of Science in Information Technology certified professional with Management and coordination of wide range of activities related therewith. Consistently demonstrated competencies in carrying out multiple tasks simultaneously, performing well under pressure, meeting tight deadlines, maintaining strict confidentiality of company records, coordinating with third parties and surpassing performance parameters. Proactive leader with excellent communication, interpersonal, analytical, problem solving and decision making.

	Strengths:
	

	+ 5 years Well Qualified Professional
	+ Office Administration Expertise

	+ Post Graduate with Various Trainings
	+ Orientation Knowledge

	+ Total Quality Efforts
	+ Relationship Building Capabilities

	+ Excellent Organization & Coordination Abilities
	+ Team Sprit & Leadership Capabilities

	+ High Sense of Commitment
	+ Dynamic, Enthusiastic, Highly-driven

	
	
	
	

	
	Qualifications
	
	
	

	
	
	
	

	Master Degree of Science in Information Technology
	April -2015

	Arcot Sri Mahalakshmi Womens College-Villapakkam, Vellore, India.

	Bachelor Degree of Science in Computer Science
	April-2013


Arcot Sri Mahalakshmi Womens College-Villapakkam, Vellore, India.
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Areas of Expertise

· Digital Logic and Design

· Programming in C

· C++ and Oops in C++

· Data Structure and Algorithms

· Java Programming

· Software Engineering

· Database Management Systems

· Operating Systems

· Microprocessors

· Data and Communication Networking

· Visual Programming

· Multimedia

· Data Mining

· Web Technology

· Computer Networks

· E-Commerce

· Internet Programming

· Mobile Computing

· Computer Graphics

· Client Server Computing

· Software Project Management

· Network Security
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Professional Development

Saravana Info Tech – Vellore, India as Office Administrator June -2015 to May -2017.

Responsibilities in Administration:

· Maintaining Employees attendance and office petty cash.
· Schedule the appointments and respond to the customer queries.
· Type memos, reports and arrange meeting in between clients and employees.
· Leave records maintenance for employees.
· Updating Payment Schedule for Clients.
· Maintaining Database for Each and Every Client.
· Typed entire company documents and correspondence.
· Coordinating with HR manager and handling joining formalities.
· Arranging training programs for staff.
· Creating & maintaining employees' Personal Files.
Responsibilities in Accounts:

· Check the invoices and bills for Vendor Payment completeness.
· Obtain appropriate approval.
· Certify the bills for payment as per their work orders issued and bills raised by the contractors and Co-ordinate with auditors while auditing.
· Negotiation, Ratings, Finalize purchase orders and Payment processing.
· Prepare MIS for all Admin expenditures, Analyze the report and control measures.
Certifications

· DOTNET , Spiro Solutions Pvt. Ltd - Vellore.

· Participated a National level symposium in other colleges.

· Organized a symposium in my college.

Workshops

· Attended a workshop for Ethical Hacking & Advance Networking in HCL Company.

Projects

· File Upload And Download in Internet with Visual Studio 2010 and SQL Server 2005.

· Expedite Message Authentication Protocol for Vehicular Ad-Hoc Networks with Visual Studio 2010 and SQL Server 2008.
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Professional Development

	Name
	:
	SKavitha

	
	
	

	Nationality
	:
	Indian

	Gender
	:
	Female

	Date of Birth
	:
	10.05.1993

	Marital Status
	:
	Married

	Passport Details
	
	

	
	
	

	Issued on
	:
	18/04/2017

	Expiry on
	:
	17/04/2027

	Place
	:
	Chennai, India

	Visa Status
	:
	Visit Visa

	Visa Expiry on
	:
	31/10/2017

	Expectation of salary
	:
	As per company policy

	Declaration
	
	


I do hereby declare that all the above furnished information’s are true to the best of my knowledge and belief.

(KAVITHA)

Place :

Date  :

