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To ensure a responsible and challenging position by which I can utilize my Education, Professional skills and experience there by becoming a reliable and valuable asset to the organization and to attain my own career.


· Ability to adjust to a new environment and willingness to learn

· Ability to handle pressure on multi-tasking job

· Ability to work independently with minimum super vision

· Punctual, Self-motivated and dedicated to the job

· Flexible, Hardworking, loyal and Honest

· Ability to work under pressure


Company
:
Golden Feather Technical Services LLC

Position
:
Administrator
Duration 
:
2013 (June) – Present 
Duties & responsibilities:

· Responsible for communicating information within the office via telephone, mail services and emails. 

· Responsible for Preparing Quotation, Purchase Order, Invoice and Work completion.

· Responsible for Employees payroll, loans, Sick leaves, Vacations & Emergency leaves.
· Responsible for Preparing Incomes & Expenses
· To operate manual and computerized office systems, for example filing papers and maintaining databases. 

· To undertake general office duties.
· Arranging for documents to be printed /bulk printing arrangements

Company
:
Royal Way Cleaning Services LLC
Position
:
Office Staff 
Duration 
:
2012(February) - 2013
Duties and Responsibilities
· Responsible for maintaining close supervision of the staff daily functions. 

· Responsible for communicating information within the office via telephone, mail services and emails. 

· Responsible for Preparing Quotation, Invoice and Work completion.

· Responsible for Employees payroll, loans, Sick leaves, Vacations & Emergency leaves.  

· Responsible for ISO Documentation
Company
:
Father Muller Charitable Institutions

Position
:
Counselor

Duration 
:
Jun.2011- Sept. 2011

Company
:
K.S Hegde Hospital Deralakatte

Position
:
Counselor

Duration 
:
Oct.2011- Jan2011

MSW Specialization
 : Medical & Psychiatric 

	Course
	University
	Institution
	Year of Passing
	Percentage  obtained

	M.S.W
	Mangalore University
	Meredian College Mangalore
	2011
	70%

	B.S.W
	Mangalore University
	St. Aloysius college Mangalore
	2009
	60%

	PUC
	Dept.of pre-University Education
	St.Sebastians comp pu college UllalPermannur Mangalore
	2006
	69.16%

	SSLC
	Karnataka Secondary Board
	Sri Ramakrishna High School Ullal
	2003
	49.92%



· MS Office Tools - Word, Excel, Power Point Access…

· Internet & E-mail operations

· To understand the nature of work and try to work hard and accomplish the given job on time 

· Ability understand things Quickly 

· Utilize my skills to the optimum level

· Diploma in Business computing


· English
· Hindi

· Malayalam
· Kannada

Date of Birth

:
17/09/1986

Gender

:
Female

Marital Status

:
Single

Nationality

:
Indian


I hereby certify that the above information written is true and correct to the best of my knowledge and belief 
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