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Objective:

To work in a challenging and positive environment where knowledge can be gained through exposure to the latest technologies and contribute efficiently to the development of the organization.

Personal Profile:

D.O.B






: 
22.02.1982
Sex






:
Female

Marital Status




:
Married
Religion & Caste




:
Muslim – Labbai

Nationality





:
Indian

Education Qualification



:
B.Sc Zoology (JBAS Womens 









College,Teynampet, Chennai)
Technical Qualification

Computer Literacy



:
Knowledge in Ms – Office

Typewriting





:
English – Higher Grade
Cont…….(2)

(2)

Languages Known:

To Speak





:
Tamil, English, Urdu and Hindi

To Write





:
Tamil and English

To Read





:
Tamil & English 
Work Experience:

Worked at Airport Authority of India as a Data Entry Operator (on contract basis) from Jan-2005 to Sep-2014.
Nature of work and responsibilities are mentioned below:-

All office correspondences including documentation, dispatching and receiving of documents, maintenance of files etc.,

To prepare monthly bills including Abstract of cost, preparation of extra & deviation item statements including preparation of analysis of market rates based on CPWD guidelines etc.,

Preparation of estimates / quotations including preparation of bill of quantities, making comparative studies and preparation of check list etc.,
