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SUMMARY 

· An independent and organized worker with two years of experience performing a wide range of office support functions like data entry and database management, scheduling, organizing and planning, general accounting and administration.
· Initiative and resourcefulness resulting in the effective streamlining of processes and systems to improve efficiency
· Proficiency in a wide range of computer applications
· Keen attention to detail ensuring the accurate completion of multiple tasks by strict deadlines

· Accomplished projects during my final year of MCA. My total  work experience I have worked on varied technologies like  C#,VB.Net, Asp .Net and  MS SQL Server as the backend
PROFESSIONAL EXPERIENCE


WINWIL TECHNOLOGIES,HYDERABAD,INDIA 
Worked as Office Assistant (From 1st aug 2010-29th jan 2013)
Worked as Office Secretary (From 1st aug 2010-29th jan 2013)
Handled dual responsibilities Later promoted to Office Assistant 
Role 1 – Office Secretary - Responsibilities:
· Managing and maintaining budgets, as well as invoicing
· Attending meetings, taking minutes and keeping notes
· Ordering and maintaining stationery and equipment

· Sorting and distributing incoming post and organising and sending outgoing post

· Organising and storing paperwork, documents and computer-based information

· Used 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

· Using content management systems to maintain and update websites and internal databases

· Photocopying and printing various documents, sometimes on behalf of other colleagues.
Role 2 – Office Assistant - Responsibilities:

· Organize and track purchase orders
· Assist with processing payments
· Handle delivery queries
· Create and maintain customer databases
· Prepare correspondence, memos and quotes
· Send out email marketing campaigns
· Receive and assist customers and visitors
· Assist with the organization of promotions and events

EDUCATION

	Course
	Institution
	University
	Year of passing
	%

	MCA(Master of Computer Applications)
	Sri Venkateswara Hindu College Of Engineering,Machilipatnam
	Acharya Nagarjuna University
	2012
	76.14

	Bsc(Bachelor of Computer Science)
	Pavitra Degree College,Machilipatnam
	Acharya Nagarjuna University
	2009
	78.27

	Intermediate
	Nalanda Junior College
	Board of Intermediate Education
	2006
	75


· Specialized Skills - Specialized in MS Office;Word, Excel, PowerPoint, Access and Dot Net.
· Personal Skills - Comprehensive problem solving abilities, excellent verbal and written communication skills, willingness to learn, positive attitude, Taking Initiative.
FINAL YEAR PROJECT



Effort Tracker System:

The Effort Tracker is a Web based application which supports the planning of human resources in a small or medium enterprise with a project oriented business.

The objective is in the biggest organisations we will use the website for the purpose of time sheets entry system.Every employee will have a separate login to enter into the system and enter the timesheets.

TECHNICAL SKILLS


Software languages :
· Web Technology : Asp .Net 

· Client Server : C/C++, C#

Databases:
· SQL Server 2008, MS Access

Operating system:
· WINDOW XP/7

Tools:
· MS Office Suite 

PERSONAL INFORMATION 

Date of Birth:

25-12-1988

Languages known: 
English, Hindi, Telugu and Urdu

REFERENCES


Will be provided upon request.
