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  Sumathi




eMAIL: SUMATHI.237361@2FREEMAIL.COM 
SUB: APPLICATION FOR SUITABLE JOB
 
OBJECTIVE:
I would like to be a part of an organization where I could use and enhance my knowledge and talent for the development of both the organization and myself.  

· Qualification      :           MBA (Finance & HR)
· Experience         :          1 Year 6 Months
· Visa status          :          Sponsor Visa (Husband Visa)
I . EASTMAN SPINNING MILLS (P) LTD. VADASANDUR DINDIGUL
Designation  


: Account Assistant.
Period of employment 
: From July 2015 – July 2016
Department


: Spinning Mills Accounts dept.
Job Role :-
·    In charge of all the cash transactions that take place.
· To make entries for all the transactions day today and make sure keeping record for transaction.
·    Reporting to head of department day today activates of transaction. 
·    Making budget report for head office weekly basis. 
·   Working under Senior Accountant and handling mails and phone calls.
II. MOTHER TERESA WOMEN’S UNIVERCITY KONDIKONAL PALLAPATTY BR.

Designation  


: Office Administrative.
Period of employment 
: From July 2016 – November 2016
Department


: Administration  /  Data Entry
Job Role :-
· Filling and controlling all documents.
· Receiving calls from outboard. / Directly reporting to head principles. 

· Coordinating with stuffs for admin related stuffs.
· Prepare, compile and sort documents for data entry.
· Check source documents for accuracy.
· Verify data and correct data where necessary.
· Obtain further information for incomplete documents.
Educational QUALIFICATION:

	QUALIFICATION
	INSTITUTE
	YEAR



	MBA - Master In Business Administration (Accounts , HR)
	Vijay college in Anna University 
	2013-15

	BCA – Bachelor of computer Applications
	G T N Arts college in MK University 
	2010-13


Projects involved:

· Mail client for blind people with front end as VB 6.0.
· Summer internship report in a study on Naga foods (PVT) LTD Dindigul
· A study on labour welfare at Eastman spinning mills (PVT) LTD Dindigul

  EXTRA CURRICULAR: 
·       Completed Typewriting exams both in Tamil and English.

· Completed B exam in NCC.

       SOFTWARE SKILLS:

· Tally

· MS Word, Excel, MS Access & Power point.

· Operating system : MS DOS , window XP

· RDBMS 
     :  Oracle , MS- SQL server 

· Web designing     :  JAVA , HTML
Strengths:

· Dynamic

· Observant

· Communication skill

· Ability to handle pressure

· Efficient and hardworking                   

Additional Information:
           Date of birth 

 :  22-06-1993
           Passport Details
 
           D.O.I 


 :  28/11/2016
           D.O.E


 :  27/11/2026


           Visa Status

 :  Sponsor Visa (Husband Visa)
           Languages known
 :  English, Tamil.

           Nationality 

 :  Indian
Declaration:

         I hereby declare that the above furnished information is true to the best of my knowledge and belief.
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