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Career Objective
A highly vibrant and assertive BE Electrical and Electronics Engineering Graduate with the drive and resilience required to succeed in a right environment. Attentive to detail with common problems and adopt methodical approach in solving. Possesses excellent interpersonal and communication skills used to great effect in building positive relationships at all levels. Take pleasure in being part of thriving and industrious team and succeed in highly stressed and tough situations.

Professional Experience
Markaz Industrial Technical Institute
Place
: Calicut , KERALA
Period
: August 2013 to August 2014
Designation
: ITI Instructor.
Job profile widely includes
· Student guidance, counseling and helping in their career shaping and personality development 
· Providing leadership in Teaching, Innovation in technician education and evaluation 
· Arranging Industrial visit and the placement of the students through campus interviews during their course of study as well as after their passing out 
· Motivating students for various paper presentations and the Technical exhibitions 
· Self-development through up-gradation of knowledge and skill 

Arranging entrepreneurship camps and to motivate the students for Self-employment
· To work as In charge of laboratory in the concerned discipline and conducting of 
Practical’s in the Laboratory 
Previous Experience
IAME ( Ideal Association for Minority Education)
Place
: Calicut , KERALA
Period
: August 2012 to August 2013
Designation
: Office Administrator.
Duties and Responsibilities
· Produce Documents and maintain presentations, records, spreadsheets and databases using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel and Access. 
· Answering the phones, Greeting the Clients and dealing with the customers. 
· Responsible for preparing daily, weekly and monthly checklist and reports. Sending it to the management as per the request. 
· Establish and maintain the supplier accounts and ensure the data is entered correctly in to the system. 
· Prepare Balance sheets and Maintain financial files and records. 
· Maintaining the leave management system. 
· Ensure transactions are properly recorded and entered into the computerized accounting system. 
· Conduct orientation programs for new employees. 
· Provide and maintain business premises and other facilities, including Office machinery and equipment. 
· Schedules appointments and meetings for executives and upper level staffs and monitoring overall Office Operation 
Educational Background
· B.E Electrical and Electronics Engineering, Ghousia College of Engineering, Visveswaraiah Technological University, Bangalore, India – 2012 
· Higher Secondary Education (HSC), Board of Public Examination, Kerala – India - 2008. 
· Secondary School Leaving Certificate (SSLC), Board of Public Examination, Kerala – India-2006. 
SKILLS AND ATTRIBUTES
· Analyze, compare, interpret and predict facts and figures adeptly 
· Excellent communication & interpersonal skills with strong analytical, team building, problem solving and organizational abilities. 
· Passionate about technology and ability to learn things quickly 
· Well versed with MS Office packages, AUTOCAD,PCS and PRIMAVERA 
Languages Known
· English , Hindi, Malayalam, Tamil & Arabic (Able to read and write) 
Visa Status
	
	Sponsor name
	:
	Husband Sponsorship

	
	Date of Expiry
	:
	31-03-2017


Passport Details
	
	

	
	Date of Expiry
	:
	09-12-2024


Personal Profile
	
	Nationality
	: Indian

	
	
	

	
	Religion
	: Muslim

	
	Date Of Birth
	: 04/November /1990

	
	Marital Status
	: Married

	
	Driving License
	: Indian

	
	
	

	
	
	


Declaration
I hereby declare that the above-furnished details are true to the best of my knowledge.
