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To use my skills in a best possible way for achieving the organization’s goal and to enhance my professional skills in a dynamic and fast paced workplace also to work in an organization, where innovation and excellence is the way of, where my full potential will be explored and where I will get ample scope for development

· Good Communication Skills and Presentation Skills. 

· Ability to work in a team environment or individually and meet deadlines.

· Ability to coordinate the activities and programs.

· Computer and technical literacy.

· Ability in problem-solving and Creativity.

· Planning and organizing.

· Ability to have leadership and management.

· Honesty, integrity, respect for diversity, drive, optimism and enthusiasm.


· MSC (Information Technology) - 2014, Madras University, India (First Class -74%)

· BSC (Computer Science) - 2011 Sri Ramakrishna college of arts and science for women, Bharathiar University, India, (First Class -78%)

· Higher Secondary - 2008, St.Mary’s Matriculation, India (First Class-72%)

· SSLC - 2006, Alpha Matriculation, India (First Class-70%)


1. Worked as an Accountant/ Project Manager at SUBASHI CONSTRUCTIONS.

 (From Sep-2014 to June 2015)

      Responsibilities:

      Marketing: 

· Designing and publishing advertisements in newspapers every week ends.

· Following up the customers and supporting them.

· Online and social media advertisements.

Accounts:

· Handling petty cash for all admin works.

· Handling supplier’s payments, bank transactions, salaries for staffs and weekly payments for labours etc.

Legal: 

· Preparing Sale agreements, Sale deeds and Construction agreements for registration and following the customers for payments and sending demand notes.

· Preparing APF bank approvals for each site.

2. Worked as an Admin/Registrar at  CORNERSTONE SCHOOL OF INTERNATIONAL STUDIES PVT LTD (From Nov-2013 to Sep -2014)

Responsibilities:

· Handling admission process including fee payment, offer letters, document maintenance etc.

· Coordinate and maintain records for staff office space, phones and office keys. 

· Handling Petty cash for all admin works.

· Hostel maintenance including food and hostel transportation.

· Monitoring College transportation.

· Answer telephones and transfer to appropriate staff member.

· Meet and greet clients and visitors.  

·  Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 

·  Maintain hard copy and electronic filing system.
3. Worked  as a Processing Officer  at  VISA2WORK CONSULTANT PVT LTD. (Sister concern for Cornerstone) (From Nov-2013 to Sep -2014)

      Responsibilities:-

· Selecting the candidates according to the points given in the Australian and Canadian skilled worker visa rules. 

· Preparing all relevant visa and immigration documents and ensure that they are received within the time limit set by the government.

· Ensuring that all of the information provided by the client is accurate and correct, preparing and checking all legal documents.

· Prepare all fee quotes and any information required by clients, colleagues or authorities.

· Maintain strong working relationships with all clients and colleagues.

· Must take full responsibility of all Immigration issues and operations, remaining up to date with any changes to legislation.

4. Worked as a Smart class Coordinator  at  EDUCOMP SOLUTIONS PVT LTD. (From Sep 2011 to Feb 2013)

Responsibilities:-

· Training all the teachers to work with the smart class program in schools.

· Keys Management Process & Maintaining Stock Register, Technical Maintenance Register & Teacher’s Feedback Register

· Sending the reports to the reporting head in weekly, fortnightly and monthly basis

· Handling the Hardware and systemic breakdowns

· Relationships with teachers and head of school are maintained at best levels

· Every day at least two rounds should be conducted across all ETECs to ensure that teachers are using the smart class program.


· Tamil: - Fluent in Spoken and Writing 
· English: - Good in Spoken & Written 

.

OS & Environment

:
Windows 2000, Xp, Vista,



Windows 7 &Windows 8    

Programming Languages
: C, C++, Oracle 

Packages


           :   Ms Office 
Designing Software                 :    Photo Shop, Photo Editor, CorelDraw
Internet Technologies

:    HTML, A complete knowledge of Internet. 

Date of birth                         :       19.07.1991
Sex                                          :       Female

Marital Status                       :       Single
Religion                                  :       Christian 
Nationality                             :       Sri Lankan

I am very much confident of my skills to work in a team. I hereby declare that all the above given Information are true all kinds of references are available upon request.
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