CURRICULUM VITAE
VANDANA 
Vandana.351889@2freemail.com


CAREER OBJECTIVE

· I would like to associate myself with a company, where I can discharge my duties with utmost responsibility to the best of my ability, hard work and dedication.
SKILLS 

· Good communication, interpersonal and leadership skills, Motivation to take independent responsibility.
STRENGTH

· Hardworking, self-motivated, believe in gaining knowledge through work, optimistic and punctual 

ACADEMIC QUALIFICATION
	Academic Qualification
	Institute/ University
	Year of Passing

	PGDCA
	State Board of Technical Education
	2012

	B.Com - Graduation
	Kannur University
	2008

	Intermediate
	Board of Higher Secondary Examination
	2007

	Matriculation
	Board of General Education
	2004


TECHNICAL QUALIFICATION

· PGDCA 
· Tally ERP 9

· MS.Word, MS. Excel, MS.Powerpoint
PROFESSIONAL EXPERIENCE

· Worked as Data Entry Operator in Assistant Director of Agriculture Department, Kannur from 10.10.2014 to 26.08.2016.
Duties & Responsibilities :
· Proven data entry work experience, as a Data entry operator or Office clerk.

· Experience with MS Office and data programs.

· Familiarity with administrative duties.

· Perform a wide variety of secretarial tasks in support of the business
· Kept company database up-to-date and edited it when necessary
· Compared data from original sources to monitor mistakes and posted in database.

· Corrected mistakes and compared data received from departments before inputting to database.

· Assisted other operators in locating/correcting errors in data.

· Maintained records for completed projects for top departments’ future reference.

· Contact with internal and external customers
· Demonstrated ability to use office equipment with a high degree of accuracy and efficiency
· skilled in operating a variety of office machines and equipment such as computer, fax, scanner and copier
· Excellent knowledge of correct spelling, grammar and punctuation.

· Organization skills, with an ability to stay focused on assigned tasks.

PERSONAL PROFILE

Date of Birth


:
12.08.1988
          Sex




:
Female

Marital Status


:
Married

Nationality



:
Indian
Language Known


:
Malayalam, English, Hindi
Visa Status                                  :         Husband’s Visa
PASSPORT DETAILS

Place of Issue


:
Kozhikode

Date of Issue


:
22.09.2016


Date of Expiry


:
21.09.2026
DECLARATION
I hereby declare that all the above furnished details are true to the best of my knowledge and belief.
Place:      






                                                                   Date:








VANDANA 

