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Objective

To make the most of my potential and discover new horizons in the field of acting. To utilize my perfect blend of 10 years active experience and creativity, those enable me to perform in the best possible way for many years.
Qualifications

· Completed Post Graduate Diploma in Computer Application in Lucky Computer Institution and got A-Grade in 2008, India

· Completed Tally ERP 9 in Tamil Nadu ,India and has knowledge of Vouchers, Journal, Ledger, Tail Balance Sheet, Inventory, Profit and Loss Account
Technical skills summary

· Software handle

· Med expert, Med plus, wonder soft, Back bone, Lotus plus, Domain Server.

· Desktop Publication

· Aptech-Corel draw, Photoshop.

· Fundamental of internet access, MS office windows-7, MS excel, MS power point.
Working Experience

Dec-11 to Mar-15 - Administrative officer
                                Vee Care Group of Hospital, India
Roles and Responsibilities:

· Doctors and Staff Payroll

· Accounts, insurance 

· Purchase and stores

Achievements:


· Promoted form Front Office Executive to Administrative Officer 

Nov-09 to Nov-11- Billing Executive
                               Venkataswara Hospital, India 
Roles and Responsibilities:

· Making Bills for an insurance patients

· Handling the cash in Finance department
Achievements:

· Promoted from Ward supervisor to Billing Executive

Mar-94 to Oct-09- Personal assistant to Dr.K.P.Mirsa (senior cardiologist and medical director)

 Apollo Hospital, India
Responsibilities:

· Bank work and taking care of all his meeting

· Arranging medical camp

· DTP work in computer

Jan-91 to Feb-94 - site supervisor

                               Redhmaa Associate, India  
Roles and Responsibilities:

· Site Supervising 
· To ensure the safety of the labor 

· Keeping proper records of inspection reports

· Preparing labor monthly salary statement
Personal Details
Date of birth


: 03-04-1971
Visa                

: Tourist (Single-Short Visa)

Reference

· References can be provided upon the request
