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Ragitha
Ragitha.342781@2freemail.com
Effective Office Assistant| Committed to administrative support and performance     excellence.
· Outstanding professional having nearly 10years experience in office operation support. 
· Comprehensive knowledge of administrative operations ranging from documentation processing, communication /report production and information management to  appointment scheduling, client servicing and multi-tasking.
· Expertise in managing top initiatives and critical projects; effectively support accounting, purchase and customer support. 
· Dedicated professional with personalize approach and a results-driven focus. Organized, efficient and detail oriented. Excellent technical and communication skills.
· Presently active as Treasurer in the Samadarsini Woman’s Forum under Indian Association Sharjah.

Work Experience

        Sept2005 – July2006

	Name
	Life Insurance Corporation of India

	Role
	Senior Administrator

	job Description
	Manage day to day operations like policy underwriting, accounts, claims handling and responsible for all the co-ordination work between various line departments.
To adhere to existing working practices, methods, procedures and to respond positively to new and alternative systems.
Assist with the processing of insurance claims as required. To prepare and file the reports as required. Process and respond to complaints, queries or information requests relating to services provided by the Department. To maintain confidentiality and observe data protection and associated guidelines where appropriate.

	Experience
	1 year 1month


   March 2000 – May 2004

	Company Name
	Pentanet Systems Pvt. Ltd., Cochin

	Role
	Accounts Assistant/cashier/ customer co-ordinator

	job Description
	Preparation of financial reports quarterly and annually for management and preparation of company salaries. Responsible for maintaining employee records. Handling books of account and inventory and recording office expenditure, updating day to day transactions and managing daily cash flows of the organization.
 Maintaining functions of Inventory Management System using software package Tally 5.4 and keep updating daily records.   

Excellent knowledge of Tally, bank reconciliation, purchase order, sales invoices, payment/receipts, salaries, cheques, journal voucher, payment voucher, delivery notes, monthly sales report direct reporting to the manager 

Also having very good experience in customer service job. Handled all types of customers inquiry, ensuring the timing response, warranty details, preparation of different reports and filing etc.

	Experience
	4 years 2 months

	
	







    


                  Sep1999 – Feb 2000 

	Name
	Cochin University Of Science & Technology, Cochin

	Role
	Office Assistant in SCHOOL OF ENGINEERING Department, CUSAT

	job Description
	Expertise in multitasking. Had been entrusted with the computerized data management, letter drafting, despatching, maintenance of accounts, secretarial jobs and such other office works.

Involved in the co-ordination and implementation of office procedures. Frequently have responsibility for specific projects and tasks. Had been a part of First International Seminar on Safety and Fire Engineering organized by CUSAT.

Worked in the Parent Teacher Association office and collected the PTA fund and arrange student’s accommodation at the time of self-finance engineering course interview. Review and answer correspondence via email, fax and phone. Also communicate with different departments to co-ordinate all project requirements, keeping all necessary records and reports.

	Experience
	1 year 5months

	
	


          April 1999-Sept 1999

	 Name
	John Joseph, Advocate, High Court of Kerala and Supreme Court of India

	Role
	Office Assistant

	job Description
	Maintaining and filing legal documents other office duties. Call customers and use computer systems to handle skip tracing. Proof reading documentation including agreements, affidavit etc. Organize and coordinate meetings. Take type and distribute minutes of the meetings. Maintain schedules and calendars. Implement and maintain office systems, draft reports, letters emails etc.

A good experience of customer relation.

	Experience
	6 months


         Sep 1998- March1999

	Company Name
	Anupam Plantations Ltd., Cochin

	Role
	Office assistant

	job Description
	Performs clerical tasks such as writing office letters, memoranda, invoices, reports and other indexed documents according to the procedures. Maintains Employees records. Answer telephone enquiries and sorts and distributes the incoming and outgoing mails. Responsible for the other duties as assigned.

	Experience
	7months (part time)


May1997-Aug1998

	Company Name
	M/s Prem Flora

	job Description
	Office Secretary

	Role
	An organization mainly focusing into tissue culture farming for certain plants like orchids and bananas.

Provide support to the management through organizing administrative duties and activities including receiving and handling information. Prepare and manage correspondence, report and documents. Handle incoming mail and other material. 
Maintain filing systems and work procedures. Organize and coordinate meetings, arrange and confirm appointments. Customer care, Stock management, sales, billing etc.  

	Experience
	1year 3months


Educational Profile

	Qualification Level
	Degree/ Specialisation
	Performance & rank
	University

	Post-Graduation
2008
	Master of Computer Applications
	59%
	Indira Gandhi National Open University

	Computing Certification 
2001
	Certificate in Computing


	72%


	Indira Gandhi National Open University

	Post Graduation Diploma

1999
	Post Graduate Diploma in Computer Application
	81%
	Indira Gandhi Education Foundation, TVM

	Graduation

1997
	B.Sc. Botany(Main) Zoology & Chemistry (Sub)
	71%
	M.G. University

	Typewriting
	English

Malayalam
	Higher

Lower
	Kerala Government Technical Examinations


Software Skills

	Languages
	C, C++, Vb 6,PL/SQL, Cobol, Fortran, Pascal

	Database Packages

	Oracle 8i, SQL Server FoxPro, Tally MS Office

	Operating Systems
	MS DOS, Windows 95/98/XP ,Unix/Linux

	Web Design
	HTML


Declaration

I hereby declare that the foregoing statements and entries are true and correct to the best of my knowledge and belief.   

 Date : 02.08.2017
 Place: Sharjah              







Ragitha 

