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RESUME
SHIRIN 
I am searching job in System Admin/ Receptionist (handling office system)/secretary
CAREER OBJECTIVE:
              Seeking a challenging career where I can implement my skills, prove my calibre and adapt myself to the growing and emerging technologies.
STRENGTHS:
** Confidence
** Positive Thinking
** Team worker
** Coordination
LEISURE PURSUIT:
** Playing shuttle cork
** Painting pictures
**Designing Art of fashion jewellery
ACADEMIC PROFICIENCY:
**HSC STATE BOARD 2007 - 70%
** Master Diploma in Graphic and Animation 2008 - 98%
**B.C.A (Bachelor of Application Computer)   2011 - 75%
** D.C.A (Diploma of Computer application) 2009 - 89%
TECHNICAL SKILLS:
**MS office
**Well versed in power point excel
** Installed and upgrade windows servers
**Optimized tools and procedure for managing environments
**Analysed documents process and follow guidelines
** Ability to give up various ideas regarding in system software
WORKING EXPERIENCE:
SETHU INSTITUE OF TECHNOLOGY (ENGINEERING COLLEGE)
Designation: SYSTEM ADMIN/LAB TECHNICIAN & SECRATRY TO H.O.D
Experience:
1.5 Year
Madurai - India
ALFA CONSTRUCTIONS PVT.LTD
Designation:
RECEPTIONIST
Experience:
5 MONTHS
Madurai -India
SKILL SET&JOB RESPONSIBILITY:
** Responded to trouble shooting and works requests and completed in a timely manner
** Understood and worked to minimize potential risks.
** To getting approval from customer if any discrepancies.
** Outline and administration department budget
** Participate in group project discussion 
** Having a good communication skill in software installation
** Planning, keep software updates, timely hardworking and good team sprit
** Wellness of work and Systematic approach.
** Ensure customer satisfaction by system controller
PERSONAL STRENGTH / CORE COMPETECNY:
** Able to work in an organised manner and take care of multiple activities simultaneously
**Excellent communication skills & ensuring customer satisfaction.
** Learnt leadership skills, ability to work independently and in a team.
** Willingly accept challenges of leading and team building.
**Enthusiastic and self-motivated.
**Diligent and persistent at the assigned tasks for getting efficient result.
** Positive attitude and full of dedications towards my work and duty.
SETHU INSTITUE OF TECHNOLOGY ENGINEERING COLLEGE (EXPERIENCE)
** Maintaining lab materials profile & web portal.
** Reporting students profile & other data.
** Maintaining system software & hardware
** Project handled about Improve the quality with HTML platform
** Following software updates
** Implemented disaster recovery plans to maintain and recovery system and data
ALFA CONSTRUCTIONS FIELD PVT.LTD (EXPERIENCE):
** Handle technical issues regarding the product of the organisation.
** If any high issues will be come, reporting to higher authorities, and to be control the defects.
** Immediately inform to batch for to control the defects.
**Handle all queries and complaints regarding the customer in constructions products
**Create terminals and deploy the application for the clients.
ACHIVEMENTS:
**Organised an ENTERPRENERIAL SEMINAR along with the other team members in engineering college
**Hosted the programme of FIRE SAFETY and also participated as a team leader
**Won the first prize in university for own project name BOOK STALL MANAGEMENT
**Participated in PHOTO AND INVITATIONS DESINING programme
KNOWLEDGE OF WORK:
** Graphics - visualization
** Modelling - simulation
** Document management communications
**Microsoft office application
** Updated software Follow 
MY FAVOURITE QUOTE:
“Every person I work with knows something better than me.
Sponsored links 
My job is to listen long enough to find it and use it.”
PERSONAL DATA:
Data of birth


:      13.09.1990
Gender


:      Female 
Marital status

:      Married 
Nationality


:       Indian
Religion


:        Muslim
Languages known

:        English, Tamil , Malayalam & Hindi
Visa status


:        Visit Visa 
DECLARATION:
I hereby declare that all the information furnished above is true to the best of my knowledge.
SHIRIN 
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