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Career Objectives
To obtain a respectable position in your organization which will enable me to use my talents, creativity and ability to the maximum, and contribute to the growth of organization as well as myself. To seek challenging assignment and responsibility,with an opportunity for growth and career advancement as successful achievements.
Academic Qualification
MA English Language and Literature (Pass with First class) 
University of  Kerala. (Bishop Moore College, Mavelikara. 2011-2013)

BA English Language and Literature (Pass with First class)

University of  Kerala. (Bishop Moore College, Mavelikara. 2008-2011)
D.Ed. (Pass with First Class)

Kerala Board of Education (High and Training School Chettikulangara  , Mavelikara .2006 -2008) 

+2 (Pass with Distinction)

Kerala Higher Secondary Board (Pope Pius XI HSS Kattanam 2004-2006)

Computer Proficiency
Software Packages 
:
Microsoft Word, Excel, Power Point


Operating Systems
:
Windows Xp, Vista, Windows 7
Working Experience 

Worked as a front office staff in CNPPMVHSS Kattachira (Oct 2013 – June 2014)

Duties And Responsibilities 
Typing, formatting , amending contracts, letters and other legal documents.

Managing and forwarding on requests from Clients for legal assistance. 

Providing  secretarial  & paralegal support to a team of solicitors. 

Responsible for the  management  of Commercial Contracts.

Recording and submitting expense forms.

Reviewing and analyzing large volumes of documentary evidence.

In charge of Co-ordination access to meeting & conference rooms.

Greeting visitors who come to the offices and introducing them to their solicitor.

Filing and administrative responsibilities.

Assisting with the completion of Confidentiality Agreements. 

Coordinating and arranging meetings and diary schedules.

Photocopying, scanning documents and faxing as required.
Permanent Address in India 

Thekkadathu, Vetticode P.O Kattanam, Alappuzha, Kerala 690503
Personal Details

Date of Birth

:
20 – 12 – 1988
Nationality

:
Indian

Marital Status

:
Married 
Languages

:
English, Hindi, Tamil & Malayalam

Visa Status 

:
House Wife 
DECLARATION

I hereby declare that the above stated facts are true and can be supported by testimonials
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