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	Career Objective

	
	An experienced and enthusiastic Professional aspiring to establish a career in a growth oriented organization to utilize acquired skills and knowledge in achieving organizational goals, while attaining personal and professional growth.
To associate with an organization which progresses dynamically and gives me a chance to update my knowledge and enhance my skills in the new technologies and be a part of the team that excels in work towards the development of the organization and gives me satisfaction thereof.


	
	Career Summary

	
	· Professional working experience - 4.7 years.

· Excellent interpersonal skills and team work.

· Ability to deal with people diplomatically.   

· Comprehensive problem solving capabilities.  

· Ability to accurately maintain computerized and manual filing/documentationsystems.


	
	Tools and Skills

	
	​​​​​​
Industry Experience
Database development,  Web and Windows Application Development, Web Designing,Extensive development experience inss .NET Framework with C#,VB,VB6, ASP.NET for web and desktop environments.
Technical Strengths
Operating Systems:  Windows XP, Windows 7, Windows 2003 , 2008 R2, 2012 Server.
Programming Languages: VB6, VB&C#.net, ASP.Net2010.
Database:  Microsoft Access, Microsoft SQL Server 2000,2005,2008,2008R2.
Dot-NET Framework: 1.1 /2.0/3.5/4.0.
Internet Information Systems (IIS): 6.0/7.0/7.5.
Graphics / Web Designing Tools: Javascript,  HTML, XML,, CSS, Crystal Reports 8.5, 9.0,PhotoShop CS4,Ms – Office2010.



	
	Career Summary

	
	2.2 Years of Experience in Information Technology Industry and 2.5 years as Office Administrative Assistant.
· IT Administrative Assistant cumSecretary  in SMART DATA RECOVERY SOLUTIONS, Abu Dhabi, UAE.
from 02/12/2014 to 31/10/2015.

· Administrative Assistant in Mussafah Fire & Safety Equipements from 01/10/2013 to 30/11/2014.

· Software Engineer / Tester at Keltron, Trivandrum (Kerala) from August 2009 to October 2011.

· IT Administrator, Jawahar Navodaya Vidyalaya from September 2008 to July 2009.


	
	Experience details


As an Office Administrative Assistant Cum Secretary duties & responsibilities detailed below,

· Online or Social Meadia marketing.

· Highly Confidential responsive relationship with Management.

· Prepare letters and other departmental paper works.

· Attend the official call and prioritize the schedules.

· Prioritize the official mail & route mail enquiries to proper personnel.

· Coordinate the appointments , meetings and other schedules.

As a software developer work included the following responsibilities

· Good interaction with the clients

· System study

· Designing of the Database

· Design of the development framework

· Coding

· Testing

· Training for the clients

During the above period my work included the following projects

As an Office Secretary duties & responsibilities detailed below,
· Organizes work by reading and routing correspondence; collecting information; initiating telecommunications.

· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains customer confidence and protects operations by keeping information confidential.

· Prepares reports by collecting information.

· Secures information by completing database backups.

· Provides historical reference by utilizing filing and retrieval systems.

	
	Project details


· Maintains technical knowledge by attending educational workshops; reading secretarial publications.

· Contributes to team effort by accomplishing related results as needed.

Digital Document Filing System

            Languages                   :     ASP.Net 2005, JavaScript, HTML, Ajax

            Database

:     SQL2005.

            OS


:     Windows 2003 

            Role       

:      Design of Framework, Coding and Training

            Client


:       Secretariat, Trivandrum.

     The aim of this project is to computerize the entire functionalities of several departments in Secretariat and also in Ministers Office. DDFS is a web based digital document management and file flow system. It covers the entire life cycle of a document in the Secretariat, beginning with the creation of a Tapal and ending with the closure of the file. Rich and user friendly interface enables the users to work effortlessly with their files. The system is highly secure with each operation monitored and audited.  DDFS facilitates seamless integration with units like scanners and is capable of communicating with other external systems.

Key Features: Digital Files, External Interfaces, Easy to Use, rich UI, Highly Secure 
University Management System 






           Languages         :       ASP.Net 2005, JavaScript, HTML, Ajax

Database
 :       SQL2005.

            OS

:      Windows 2003

            Role       
 :      Coding and Technical support.

            Client               :      Kerala University, Trivandrum.

 Aim of this project is to computerize the entire functionalities of the Planning Wing. The functionalities of the Planning wing includes requirements collection from various sections and department as proposals, consolidating the various proposals and updating the status of each requirements, planning committee and submitting the proposals to UGC , State Govt., Central Govt. and other funding agencies. The second phase of this project involves Digital File Flow System for administrative, academic, finance, planning, Controller of Examinations and other offices which includes automatic file transactions between University and Teaching departments and centers and between university and affiliated colleges. The entire project is designed to run at University of Kerala, on a central server system. The data will be held in SQL2005 database on the server. The users can run on client systems accessing that server machine through a web browser. The third face of this project involves KIOSK for students which include Course details, Time table for university exams, Course allocation, Fee details of each course and exams etc.

	
	Educational Qualifications

	
	Bachelor of Information Technology. (B.Tech)      74.1%University of Pondicherry, SMVEC.

Diploma in Computer Science And Engineering  76.42%
Madras University, Pondicherry, IGPTC.

X Standard61%
Kerala Education Board, RKHS Olavilam.


	
	Personal Details

	
	Nationality


:    Indian

Place of birth  

            :    Kerala ,  India

Date of Birth


:    28 May  1985

Religion


            :   Hindu

Visa Status


:   Husband Visa

Marital Status

            :  Married

Languages                               :  Malayalam /English



	
	


References will be provided on request.
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