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PERSONAL SUMMARY
A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well organised and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people. Possessing a proven ability to generate innovative ideas and solutions to problems. Currently looking for a suitable position with a reputable and ambitious company.
EDUCATION
· Master of Science  in Information Technology

 (Sikkim Manipal University, India)                  (July 2008-June 2010)

· Graduation in Bachelor of Computer Application  

            (Calicut University, India)                                (August 2005-May 2008)
AREAS OF EXPERTISE
· Office management 

· Administrative support
· Letter Drafting 

· Minute taking

· Report writing 

· Presentations 

· Teaching

· Programming
CAREER SNAPSHOT
2 years experience as H R Assistant in BAGS Recruitment Service, Doha, Qatar.

Duties:

· Mail Drafting and Document making.
· Handling, keeping and updating all records related to the recruitment services including follow up of client’s requirements.

· Maintenance and proper safe keeping of the registers of directors, managers and members.

· Making daily report of the functions of the company.
· Meeting and greeting clients and visitors to the office. 

· Data Verification
· Supervising the work of office juniors and assigning work for them. 

· Handling incoming / outgoing calls, correspondence and filing. 

· Faxing, printing, photocopying, filing and scanning. 

· Organising business travel, itineraries, and accommodation for managers. 

· Monitoring inventory, office stock and ordering supplies as necessary. 

· Creating and modifying documents using Microsoft Office. 

· Setting up and coordinating meetings and conferences.
1year experience in an institute called IRS Computer Centre as a faculty.
Duties:
· Teaching students the latest computer skills.

· Completing daily pupil attendance reports.

· Preparing assignments, course material and lessons for pupils to do.

· Demonstrating computer hardware and software to students.

· Encouraging classroom discussions between pupils.

· Informing parents of a student’s academic progress.

· Installing teaching software on computers..

· Working closely with other teaching and school staff.
· Proficient in Windows and Microsoft Office software.

· Troubleshooting PC problems.

· Conducting frequent and appropriate assessments of a student’s abilities.
· Teaching courses in certain software areas, such as Microsoft Office, c, c++, java, vb and    Internet browsing.  
· Conducting course related exams.

KEY SKILLS AND COMPETENCIES
· Strong organizational, administrative and analytical skills.

· Excellent spelling, proofreading and computer skills.

· Ability to maintain confidentiality.

· Excellent working knowledge of all Microsoft Office packages.

· Ability to produce consistently accurate work even whilst under pressure.

· Ability to multi task and manage conflicting demands.

· Ability to type at least 60+ wpm.
COMPUTER PROFICIENCY / SKILL SETS
· Configuration, Assembling, Installation, Servicing and trouble shooting of Server and Client Computers.

· Knowledge of hardware installation.

· Knowledge of all software installation.

· Software making in programming level.
SOFTWARE EXPOSURE

Operating System         :  Windows 98, 2000, XP, VISTA

            Languages
              :   C++, C, Visual Basic, Asp.Net,       

                                                      HTML, CSS, Javascript, PHP

Packages
              :   Adobe Photoshop, Ms Office Applications – Word,   



                  Excel, PowerPoint.                         
PERSONAL DETAILS

Nationality
          
: Indian

Date of Birth 
            : 9th September 1986


Marital status
            : Married


Visa Status
          
: Permanent Visa (Husband’s Sponsorship)

Languages Known      : English, Hindi, Malayalam, and Tamil

