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JAYMALA

JAYMALA.318664@2freemail.com 
	Administrative Assistant/Back office/Receptionist


Career Objective: To be employed in a company or institution that offers growth and opportunities that will allow me to fully develop my skills and at the same time would provide professional advancement opportunities.


	PROFESSIONAL QUALITIES:


· Can manage work professionally and systematically
· Flexible, adaptive, hard-working, team oriented, pro-active & self-motivated
· Can work under pressure and keen to details 
· Exhibit an undeniable integrity
· Total three year of experience in office assistant, secretary of school, assistant teacher and customer service field.
· Extensive knowledge for providing customer and including customer need assessment, meeting quality standard for services, and evaluation of customer satisfaction
· Outstanding communication and interpersonal skills
	Work experience:


    High School Secretary/substitute teacher

    Don Bosco School, India 
January 2015-september2016
Duties and Responsibilities:

          As a Secretary
· Taking notes of meeting as required by principal.
· Scheduling meeting with the principal.
· Handling correspondence reports for the various curriculum departments.
· Planning and printing the schools handbooks and other stationary things.
· Creating the schools newsletter under the guidance of the principal.
· Handling the admission and registration and other office work
· Providing details about syllabus, Schools rules and handle issues of parents.
As a substitute teacher
· Teach on behalf of the regular teachers when they are on leave.
· Encourage the students to take part in the extra curriculum activities.
· Responsible for overseeing pupil behavior in class and surrounding area
· Help teachers in preparing progress reports.
    Office Assistant
National School, India 
May 2012-March 2014
Duties and Responsibilities:
· Respond to questions or complaints from parents, students, and staff regarding issues related to payments, fine, fees, inventories and other information.
· Collect, organize and record a variety of data related to attendance, personnel, payroll, equipment inventories and students activities.
· Collect and account for money collected in conjunction with school activities, secure money and process according to established procedures. 
· Administer first aid to ill students, contact the nurse, parents. 
· Register, release or transfer students complete enrollment information.
· Operate a variety of business equipment including calculator, copier, computer equipment and other school office machines.
· Perform other duties as assigned.
	EDUCATIONAL ATTAINMENT:


   Guwahati University-India
Master of Commerce (Major in Management)
                               2011-2013

Bachelor of Commerce (Major in Management)

2008-2011
Tally 9, MS office
