NEETHU 
Email     : neethu.333288@2freemail.com 
Respected HR Team,

I am submitting here with my CV for your perusal and favorable consideration for the vacancies in Business Intelligence/ IT / HR/ Administration departments in your organization.

Review of my credentials indicates that I am qualified Master of Computer Application (MCA) from CCSIT Vatakara, Kerala ,India, Affiliated to UNIVERSITY OF CALICUT, possess comprehensive knowledge of computer science. 
Presently I am working as an HR ASSISTANT/Admin Receptionist in a marine construction company.
 With exceptional communication and interpersonal skills, my self- confidence, innovative approach and quick adaptability to changing processes and trends have been my biggest assets. I am seeking a job that would synergize my skills and experience with the objective of the organization.

The above credentials along with my enclosed resume make me ideally suitable for a position in your organization.

Thanking you in anticipation of a favorable reply.

Yours sincerely 

NEETHU 
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Results-Driven Professional seeking challenging position in a rapidly expanding organization that can offer advanced potential to work as a team member and contribute maximum towards organizational development. 

        AREAS OF EXPERTISE  


  KEY SKILLS              

·  Languages            : C#,C++,C,COBOL,PHP
· PLATFORMS      : WINDOWS,LINUX

· Packages               : Visual Studio 2008, 2010 ,Dreamweaver,          MS-Office  2007,2010      
· .Net framework   : ASP.NET
·  DBMS               : MY SQL Server 2008
· Able to do work individually as well as in team.

· Willing to learn and hardworking.

· Good analytical skills and logical skills.
· Adaptability to changing the environment and trends.

EDUCATIONAL QUALIFICATIONS:

· Master’s Degree:

      MASTER OF COMPUTER APPLICATION, UNIVERSITY OF CALICUT, India (2010-2013)

· Bachelor’s Degree:

      BSc COMPUTER SCIENCE, UNIVERSITY OF KANNUR, India (2007-2010)

TRAININGS & CERTIFICATIONS:

· Attended a course titled “Certificate in developing web applications using ASP.NET  2.0” at NIIT, Kerala, India
· Attended INTERNATIONAL CONFERENCE ON SCIENTIFIC COMPUTING WITH PYTHON at techno park, TVM, Kerala, India.
PROFESSIONAL EXPERIENCE

    HR ASSISTANT/Admin Receptionist                                                           (Apr 2016- To date)   
· Working as HR Assistant/Admin Receptionist in Majestic Marine Engineering LLC FZE Fujairah, UAE
Reporting to: HR Manager
Responsibilities:
· Responsible for providing daily reports to the concerned departments.
· Maintaining HR software up to date.

· Maintaining personal files of the staff.

· Assist in HR admin works.
· Assisting recruitment.
· Coordinate Employee Medical Insurance.

· Medical Insurance addition and deletion.
· Coordinating with all departments in factory to know the work status and requirements.
· Drafting minutes of Management meeting.

· Updating of medical leave and absent records for employees. 
· Responsible for leave resumption formalities. 
· Arranging flight tickets.
· Assisting in invoice processing and purchase orders.
· Attending to employees.
· Monitoring and filing of attendance log sheets.
· Assisting in preparing payroll by calculating overtimes, collecting medical certificates, and attendance records.
· Welcomes new employees to the organization by conducting orientation.
· Safe and timely delivery of faxes and couriers.
· Any other tasks as assigned by GM.

SOFTWARE DEVELOPMENT TRAINEE        


             (June 2013- Dec 2013)
· Worked as a software developing trainee in a software development firm, EXE Info Tech, Kerala, India.
ACADEMIC PROJECTS:

MCA major project


“Vyapar mithra”
(automation of Kerala merchants association)

Client       : Kerala merchants’ association unit, Kannur, Kerala


Description:  complete automation of the “Kerala vyapari vyavasayi ekopana samithi “office. It is a desktop application that keeps and controls every process in the association. And the system is connected with a data transfer machine (an external hardware) and the application allows the data to be transferred from the machine to computer and vise versa...

The client successfully implemented the application.



The application is developed using C#, ASP .NET,   and Visual studio 2008, My SQL in windows 7 platform.

MCA mini project
Description:   Website for a university. The application provides all information regarding the university. One can use website to get the details of courses, to get the study materials, for online payment of the fees, to apply for the exams etc...

The website must be very useful for the students as well as teachers…

The application is developed using php, Dream viewer, WAMP server, My SQL in windows 7 platform
BSc major project

                  “SMART JOB” 

Description:   It is an online job site where the people can search their jobs and companies can post their vacancies.

People can register in the website and find the jobs that match their qualifications and also they get mails that alert the vacancies.

The application is developed using C#, ASP .NET, and Visual studio 2008, My SQL in windows platform.
BSc mini project

                “Online Blood Bank”

Description: It is an online blood bank for a hospital. Peoples can easily get blood in emergency situations and also useful for those who want to donate blood. The website keeps all records of the blood bank.

The application is developed using php, Dream viewer, WAMP server, My SQL in windows platform.

HOBBIES & INTERESTS:
 Music, Crafts making
PERSONAL PROFILE
Date of Birth

:
14-oct-1989
Sex


:
Female

Nationality

:
Indian

Marital Status

:
Married

Languages Known

:
English, Hindi and Malayalam
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Administration


Business Analysis


IT


Human Resources


Database Management


Website developing


System analysis


Programming


  and MS Office.











