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SUMMARY
Dedicated and focused Administrative Assistant who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals. Answers a high volume of incoming calls while handling in-persons inquiries from clients and colleagues. Flexible and hard working with strong drive to succeed.
HIGHLIGHTS

· Documentation

· Filing

· Meeting support

· Travel arrangements

· Organization

· MS Office proficient

· Proofreading

· Dedicated team playe


EXPERIENCE
Peechi, Thrissur, Kerala, India

Period

:
January 2008 to June 2015 

Post

:
Administrative Assistant
· Oversee receptionist area, including greeting visitors and responding to telephone and in-person requests for information.

· Handle all media and public relations inquiries

· Travel arrangements for staff

· Screen resumes submitted to company and post openings to job boards

· Greet numerous visitors including VIPs, vendors and interview candidates.

· Designed electronic file systems and maintained electronic and paper files

· Created PowerPoint presentations for training programmes.

· Assisted with event planning including associated travel and logistical arrangements.
· Participate and assist in organising various, training programmes, seminars, workshops, farmers meet, educational programme etc

· Track record of operating photocopiers, fax machines, video conferencing and phone systems, and other office tools.
· Preparing invoices, bills and quotations.

· Hands-on experience in responding to routine letters and emails
· Preparing and writing routine correspondence.

· To accompany the trainees during the field trips.

· To take awareness classes for school students and farmers.

  EDUCATION
	Degree
	University/Board
	Year
	% Marks



	 B. Ed., Natural Science 


	M.G University

	2007
	70%



	 Bsc. Zoology


	Calicut University 


	2005
	78%

	 VHSE (Agriculture)
	VHSC, Kerala
	2002
	71%

	 SSLC
	Board of Public Examinations, Kerala


	2000
	70%



COMPUTER KNOWLAGE

· DSE (Diploma in Software Engineering)
(MS – Windows, MS –Word, MS - Excel, HTML, Java Script, Oracle – SQL, VB, ASP, XML, Dreamweaver and Internet)
PERSONAL PROFILE
Date of Birth
:
16.05.1985

Gender
:
Female

Marital Status
:
Married
Nationality
:
Indian

Languages Known
:
English, Tamil and Malayalam
Date of Issue
:
17.08.2015
Date of Expiry
:
16.08.2025
Visa Status
: 
Residence Visa (Husband Visa)
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