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Professional Summary:-
· Management skills  - Data Management, Communication, Planning, Records management, Clerical, Leave Management , attendance and permissions data management , recruitment and selection

· using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, Photoshop, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases; 

· devising and maintaining office systems; 

· booking rooms and conference facilities; 

· Building relationship ,Maintain contact data 
· Innovative, willing to take challenges and aim achieve targets

· Good communication and presentation skills; Enthusiastic to learn and having a positive attitude

· Flexibility, Adaptability, Managing Multiple Priorities.

· Self starter, Dynamic, Fast Learner

Professional experience:-
 Trichy, Tamil Nadu, India 



    Mar 2012 - Feb 2013
Communication coordinator  

Job description:-
· Data Management, Communication, Planning, Records management, Clerical, Leave Management ,  recruitment and selection

· Handling Scholarship Children ( consolidating the numbers, checking and documenting the activity sheets of the scholarship students)
· using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, Photoshop, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases; 

· Documentation of Progress reports of Beneficiaries.

· Documenting the success stories of Beneficiaries

· Handling the retired files and Creating Job placement cell 

· Organizing Alumni meet every year

· Assisting in developing Annual reports, Zonal Reports

· Promoting filing system at all levels of Project

· Checking out the files of beneficiaries and coordinate the database works.

· Ensuring communication details of all children is available anytime in the project ( coordinating office)
Bishop Heber Higher secondary school, Trichy, Tamil Nadu, India 
Aug 2010 – Feb 2012 
Administrator (management employee)
Job Description:-
· using a variety of software packages, such as Microsoft Word, Outlook, Powerpoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and databases; 

· devising and maintaining office systems; 

· booking rooms and conference facilities; 

· managing and maintaining budgets, as well as invoicing; 

· liaising with staff in other departments and with external contacts; 

· ordering and maintaining stationery and equipment; 

· sorting and distributing incoming post and organizing and sending outgoing post; 

· liaising with colleagues and external contacts to book travel and accommodation; 
· organizing and storing paperwork, documents and computer-based information; 

·   photocopying and printing various documents, sometimes on behalf of other colleagues
· Staff attendance, Transfer certificate and all other records maintaining
· Handling Grievances related to facility, suggestions, Complaints and Maintenance.
· Counseling section for students and student related Records maintaining 

· Organizing and Coordinating of Sports Day, Annual Day, Intraschool and Interschool competitions etc… 

· Students communication and parent relations  

Research Project Undertaken:-
· Topic on CSR (Corporate Social Responsibility) at Kothari Sugars and Chemicals Ltd, Trichy, Tamil Nadu, India. Duration 1 year

Educational Qualifications:-
· MSW (Master of Social Work) specialized in Human Recourse Management at Bishop Heber College, Trichy, Tamil Nadu, and India. With 73% in the year of 2010.
· BCA (Bachelor of Computer Application) at Bishop Heber College, Trichy, Tamil Nadu, India. With 62% in the year of 2006.
· PG diploma in fashion designing at SISI, Trichy, Tamil Nadu, India. With ‘A’ grade in the year of 2006.
Certificate Course:-

· Fabric Hand Printing  and designing 

Computer Skills:-
· Proficient in MS Office.
· Proficient in using internet for management work.

· Highly knowledgeable in Adobe Photoshop

· Capable of handling OS installations

· Basic Computer Hardware Knowledge.

· Software Installation.

Personal Details:-
· Date of Birth  

: 15.03.1984
· Age                      
: 30

· Gender                 
: Female
· Marital Status      
: Married 

· Nationality           
: Indian
· State 


: Tamil Nadu – Tiruchirappalli
Languages known:-
· English (to Read , write and Speak ) 

· Hindi (to speak )

· Tamil (to Read , write and Speak)

 Declaration: - ​
                                   I hereby declare that the above furnished details are true and correct to the best of my knowledge and belief.    
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