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	                                                             PROFESSIONAL OBJECTIVE


I would like to offer my services and intellect to an organization, where I will have an effective environment for novelty and an arena to use my potential to learn new things and meet the organizational objectives. 
	 CORE STRENGTH


* Strong Communication and Soft Skills   * Well versed in MS Office 
* Adaptability to the situation 

 * Willingness to learn

* Initiative



 * Reasonable Negotiation Capabilities   Etc
	 EXPERIENCES


* Back Office Assistant - Golden Grand Electromechanical LLC
Department:

Administration
Duration:

05 January 2015 – 30 April 2015
Reason for leaving:
Temporary opening only

Job Roll:

Data entry of the back end financial documents such invoices, bills, accounts 


receivable, accounts payable, purchase orders, and other financial records 


into computer for record.




Assist staff with administrative duties as requested. 



Also other office duties as assigned.
* Teaching Assistant – Grammar School

Department:

English
Duration:

September 2015

Reason for leaving:
Leave Vacancy
Job Roll:
           Assist senior Teachers, give guidance to students for doing their class works,
	EDUCATIONAL SUMMARY


· MS Office & JAVA – APTECH Computer Academy, April 2011 – September 2011.
· Post-Graduation (2011-2013) – M.A English(Language and Literature) form Assumption Women’s College Changanacherry(Mahatma Gandhi University), India, at an aggregate mark 58% mark. 

· Graduation (2008-2011) – B.A English (Language and Literature) from B.C.M College Kottayam (Mahatma Gandhi University), Kerala, India, at an aggregate mark 60% mark. 

· Higher Secondary 2006-2008 – (Science) from G.H.S.S with 75% marks.
· Secondary – Bishop Speechly Vidhyapeeth, with 70% marks.
	COMPUTER/ TECHNOLOGY  SKILLS


· Proficient in handling & working on MS Office 
· Excellent data entry skills

· Know-how on office administration

· Excellent written and Oral communication skills (English)

	LANGUAGE PROFICIENCY


English: 
Expert proficiency (Read, Write, Speak) 
Malayalam: 
Expert proficiency (Read, Write, Speak)
Hindi: 

Expert proficiency (Read, Write, Speak)
	PERSONAL  INFORMATION


Date of birth

            :  13 February 1990
Marital Status


:  Married


