Amanda Alexandrina Fernandes 

OBJECTIVE
  To be a part of an organization which will challenge my skills and abilities thus making me   

  serve the organization and improve myself.

WORK EXPERIENCE:

1)  (Goa)

       Office Assistant (From 22nd September 2014 – 31st December 2015)

· Handled the regular office administration.

· Petty cash and Tally entries.

· Handled & coordinated events at the Centre.

· Handled inventory of artworks.                               

2) Epee Kamat Group (ISO certified 9001:2008 company)

           Office Assistant (From 24th May 2013 – 15th September 2014)

· Handled the working and coordination at the Regional Office of BNI (Business Network International) in Goa.
· Handled the regular office administration as well as supported the company’s sales team.
3) The National Institute of Oceanography (NIO-Goa)

             Project Assistant (From 31st March 2011 – 28th February 2013)

· Worked in the Marine Instrumentation Division on a project named “OCEANSAT-II OCM GEOPHYSICAL RETRIEVAL” and on another project  named “MONITORING BIO-OPTICAL PARAMETERS AND TRICHODESMIUM BLOOM”

· Installed Data Processing software SeaDAS at a training on “Application of ocean color in productive and ecosystem modeling” at INCOIS in Hyderabad in association with POGO Centre for Excellence at Bermuda Institute of Ocean sciences (BIOS).
  EDUCATION: 

Diploma in Engineering: 

· Agnel Polytechnic, Verna-Goa    

·  Computer Engineering-Batch 2007-10

·  Distinction- Secured 80%

HSSC  

· Our Lady of the Rosary HSS Dona-Paula, Goa

·  Science Steam (2005-07):  First Class-Secured 69%      

SSC                                  

· Our Lady of the Rosary High School Dona-Paula, Goa

·  Distinction - Secured 78%

PERSONAL PROFILE
Date of Birth


: 13th August 1989
Gender



: Female
Nationality


: Indian

Religion


: Roman Catholic

Marital Status                              : Married

CAREER SNAPSHOT

· Positive attitude

· Multitasking with good concentration

· Self-motivated with the ability to co-ordinate daily office functions

· Computer and Internet savy

· People management skills

· Willing to learn new functions and responsibilities

SKILLS

Technical Skills: 

· Microsoft Office, Grapher, Origin, Linux and Windows OS and computer hardware knowledge.

· Basic knowledge of Computer Networking

Languages Known: 

· English (Read, Write & Speak)

· Konkani (Read, Write & Speak)

· Hindi (Read & Speak)

· Marathi (Read)      
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