Respected Sir/ Madam,    
It is for your kind information that I am a Certified International Logistics and Supply Chain professional trained from Blue Ocean and I hold the certificate of Training on skills for Executive Secretary from Nadia[ UAE attested], With a short but profound experience of 2 years as a Receptionist/Office assistant and Secretary cum admin of 7 years in Dubai and India,  and have experience of 10 years as teacher and facilitator in Singapore and Maldives. I am confident that my personal interests, my grit for hard work and willingness to take up of challenges would meet the quality and demands of your esteemed Institution.
Being an enthusiast, I can move forward adapting to any work conditions, never failing to learn any good that comes along during my tenure.  In light of the same, I welcome an interviewing opportunity at your earliest convenience. 
Please find attached my resume as an expression of interest.

Look forward to hearing from you.
Thanking you.
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Whatsapp Mobile: +971504753686 
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CURRICULAM VITAE                  




  OBJECTIVE  
To Acquire A Challenging Position In An Environment Where I Can Best Utilize My Skills And Education. 
EDUCATIONAL ACHIVEMENT
· MA English:  Mahatma Gandhi University Kottayam, Kerala India
· BA English: St. Xavier’s College Aluva, Kerala India

· Bed English: Mount Carmel Training College Kottayam, Kerala India

· Intermediate: Education Council, Patna 

· SSLC: St. Anne’s GHS Kottappuram, Kerala, india
TRAINING UNDERGONE:

Certified International Supply Chain Professional.( CISCP)
Executive Secretarial training from Nadia, Sharjah
Bachelor of Education [ B Ed] English

Trained in Communication, Leadership, Personality Development and Film review.
PROFESSIONAL EXPERIENCE

2012 to 2013 Secretary to purchasing Manager, Al Falak Tr.LLC, Dubai
 2007 to 2010 Ministry of Education, Maldives, Facilitator
2005 to 2007 Child care centre Singapore, Facilitator & Customer Service.
2001 to 2005 Our Lady of Fathima  GHS , Kochi , Facilitator
1998 to 2000   Chinar Travels Mumbai, Customer service cum Receptionist  
1991 to 1994 St. Theresa’s senior School, Bhagalpur, Patna Office Administrator
1988 to 1991   St. Theresa’s Junior School, Bhagalpur, Patna   Office assistant   
KEY SKILLS AND COMPETENCIES

· Ability to work under pressure 

· Interpersonal communication skills 
· Adaptability 
· Planning and organizing
· Excellent Telephone Manner

· Able to Deal with customers

· Proven Experience in leadership

· Have a Professional style of Communication.

·  Ability to build rapport with prospective Customers.
DUTIES AND RESPONSIBLITIES
· Answering the phone and greeting people who walk into the office

· Clerical, administrative and organizational tasks that include making appointments, typing documents, filing and   answering the phone.

· Also make travel arrangements and act as a filter between the public and boss. 

· Organizing and preparing agenda and papers for board meetings.

· Taking minutes and drafting resolutions.

· Following up on actions from meetings.

· I was responsible for coordinating the entire office’s activities and providing information to management, staff and customers. 

· Negotiating with vendors, conducting research and managing projects.

COMPUTER SKILLS
· Application Packages

 : MS-Office [MS-Word, MS-PowerPoint and
                                                          MS-Excel]

· Operating System                             Windows
·                                                           Internet and E-mail

ABOUT MYSELF

             I am a flexible and optimistic person with perseverance, dedication, loyalty, positive attitude and a good leader. I have deep passion for learning. I am of good self management skills; must be highly organized and able to work on own initiative.
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DOB 	             09.06.1973


Gender              Fe male


Nationality        Indian


Marital Status    Married





Languages Known


English, Hindi & Malayalam





Interests


Reading, Music & craft work











