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	CAREER OBJECTIVE

	To find a suitable position wherein I can use my skills to the full potential and to further enhance my career and skills by growing with the company and acquiring more experience and knowledge.  My long term goal is to find a suitable job and settle down in UAE.


	PERSONAL STRENGTHS

	Coming from an IT background, I am strong in Excel, Word and Power point applications.  My past working experience has been with College Students and Faculty.  So I have strong organisational skills, managing and supporting the day to day activities required for smooth running an office. I am flexible with strong team-working skills, able to work individually or as part of a group. Involved in a wide variety of tasks such as admissions, resource planning and recruitment. Now looking for an opportunity to work with a reputable organisation in UAE and further progress my career.



	QUALIFICATIONS

	Master of Computer Applications                                                           
                       2007

Karunya University, India

Bachelor of Science (Mathematics)                                                                                         1998

Manonmaniam Sundaranar University, India

	EXPERIENCE
	Personal Assistant                                                                                         May 2012 – Sep 2015  

Karunya University, India

Hostel Manager                                                                                             Jun 2000 – May 2004

Karunya University, India

Supervisor                                                                                                       Nov 1998 – Jun 2000

Karunya University, India

	CAPABILITIES


	· Responsible for the control of documents/records as per management procedure.

· Maintain all relevant records as per company filing system.
· Preparing monthly / weekly reports of the maintenance department.
· Organising meetings with external customers after consulting with Faculty. 

· Preparing agendas and preparing minutes.

· Meeting students face to face, listening to their problems and logging their   

       Complaints.


	
	· Discussing with Management possible solutions.
· Answering telephone calls and solving issues.
· Re-solving maintenance issues and arranging routine maintenance.

· Providing general administrative support to key management staff.

· Preparing and maintaining stock of stationary, pantry and other items required   

       for office.
· Was responsible for purchasing office equipment.

· Processing of all suppliers invoices.



	PROJECTS
	“Online Job Portal using ASP.NET”

This project is aimed at developing an online search Portal for the Placement Details for job seekers. The system is an online application that can be accessed throughout the organization and outside as well with proper login provided. This system can be used as an Online Job Portal for job seekers. Job Seekers logging should be able to upload their information in the form of a CV. Visitors/Company representatives logging in may also access/search any information put up by Job aspirants.

The project is created for fulfilling the requests of the company managers so that the recruitment module can be placed in the company’s website and the users who visit the website can view the vacancies in the company and will be able to apply directly from remote place even. The vacancies will be posted by the administrator on the basis of needs of the manpower in the company.



	PROFESSIONAL 

DEVELOPMENT
	· Attended Workshop on Data Mining using PolyAnalyst and MATLAB held by Karunya University, India in September 2009.

· Attended Workshop on Rapid Miner – Open Source Data Mining Tool held by Dr. N.G.P. Institute of Technology, Coimbatore, India in October 2010.

· Attended Workshop on Data Mining using SQL Server 2008 and WEKA held by Sri Krishna College of Engineering and Technology, Coimbatore, India in September 2011.

	PROFESSIONAL EXPERIENCE


	Administrative

· Good in EXCEL & WORD application

· Good listener and communicator

· Ability to handle multiple responsibilities and pressure

· Experience of working in a busy environment

· Flexible and adaptive to challenges and changes

· Ability to work efficiently with minimum or no supervision

· Good in dealing with Multi-cultural team members

Management

· Effective organising skills

· Ability to manage the team in an effect way

· Able to effectively co-operate with colleagues to ensure goals and targets are met.

· Have helped foster strong unity within various communities of diverse student 
and staff population.

· Maintaining good working relationships with superiors, colleagues, subordinates and customers.

· Having the ability to deal positively with changing circumstances. 



	IT SKILLS
	· Good knowledge with C++, web development

· Familiar with windows operating systems (Win 7, 8)

· Proficient with MS Office, web research

· Knowledge in PolyAnalyst, MATLAB and Rapid Miner



	KEY COMPENTENCIES AND SKILLS


	Good communicator

Good Interpersonal Skills

Good Organiser

         Multitasker                              Good Planner                               IT skills
         Customer Service                    Report production                        Negotiating

         Supervising                              Maintenance                                Team developer



	PERSONAL DETAILS
	Nationality            :   Indian

Date of Birth
     :   15th June 1976

Marital Status       :   Married 

Visa Status  
     :   Tourist

Languages             :   English & Tamil


	REFERENCE
	Furnished promptly upon request
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