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SREEDHU

SREEDHU.350484@2freemail.com                                


To work with an Organization which provides opportunities for utilizing the skill to the maximum learning more about professional and changing aspects of the industry and  improving the overall abilities of an individual and to work hard with full determination and dedication to achieve organizational as well as personal goals.


· MBA Financial Management affiliated to Bharathiar University, Coimbatore.
· Higher Diploma in Co-operation and Business Management from Thrissur Co-operative Training College under The Kerala State Co-operative Union.
· B Com with Computer Application affiliated to MG University from Nirmala College of IT , Kerala, India.
· All India Senior School Certificate Examination(AISSCE) 2009 affiliated to Central Board of Secondary Education from S.N.Vidya Bhavan Senior Secondary School, Kerala, India.
· All India Secondary School Examination(AISSE) 2007 affiliated to Central Board of Secondary Education from S.N.Vidya Bhavan Senior Secondary School, Kerala, India.

One year working experience in Thrissur District Co-operative Bank, Kerala.

· Team Player

· Good Listener and Learner

· Proactive

· Ethical and Time Management

· Punctual 

· Social Networking

· Flexible and Adaptable

· Diplomatical

· Friendly

· Patience

· Dedication


· Operating System           :  Windows7, Windows XP

· Applications                     :  Tally

                                                 Microsoft Office Excel

                                                 Microsoft Office Word

                                                 Microsoft Visual Basic

 

· Performs  General administration  functions

· Assisting with all aspects of Administrative Management 

· Scheduling and coordinating meetings, events and other similar activities 

· Preparing meeting minutes ,notes and internal support materials 

· Preparing Journal, Income Statement and Financial Statement.

· Archiving incoming and outgoing mails, Sending Faxes, Managing Files 

· Follow-up of  Day by Day Activities and Data Entry 

· Assists in Vouching and Verification

· Makes photocopies , faxes documents and performs other clerical functions

· Provide office support to senior managers , office executives and other staffs 

· Provide general supports to clients and visitors  

· Resolves Administrative problems by coordinating preparations of reports, analyzing data and identifying solutions 

· Contributes to team effort by accomplishing related result as needed 

· Provide information by answering questions and requests 

· Reading

· Travelling

· Drawing

· Socialising with Friends and Family

· Solving Puzzles


                                                   Nationality                      :   Indian
                                                   Gender                             :   Female
                                                   Religion                           :   Hindu              

                                                   D.O.B                                :   12-08-1991

                                                   Marital Status                :   Married 

                                                   Languages Known       :   English, Malayalam, Hindi, Tamil

                                                   Visa Status                     :   Residence (Husband Sponsorship)            

                                 

  I hereby declare that the information stated above are true and correct to the best of my 

  Knowledge and belief. 
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