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 FATHIMA 
FATHIMA.354302@2freemail.com 
OBJECTIVE:

Seeking a position where I improvise the skills and abilities which I gained through my previous experience and provide my support to the greatest endurance to the organization for its upliftment.
SPECIALIZED SKILLS:
· Familiar in working with MS Office Tools (Word, Excel, PowerPoint).
· Good verbal and written communication skills.
· Quick learner New Systems and Techniques.
ACADEMIC CHRONICLE:
2016 PG Diploma in Montessori Kindergarten & Nursery Teacher.
2006 M.Sc., IT [Master of Information Technology] in Annamalai University DDE.
2004 B.Sc., CS [Bachelor of Computer Science] in University of Madras, Chennai.
2000 Higher Secondary in KBJG Higher Secondary School, Chennai.

PROFESSIONAL EXPERIENCE:
TIME KIDS Pre School, Chennai [2016 Jan to Till Date]
Role: Teacher
Responsibilities: 

· Greet Children’s in a warm and friendly manner.

· Monitors Children’s interests and provided activities on the basis on their interests.
· Supervises curricular and co curricular projects and activities.

· Maintains updated Child’s progress regularly.
· Maintain Daily routines(Classroom cleanliness and Classroom management)
M/s P.S.ConstructionPvt Ltd, Chennai [2013 Jun to Dec 2015]
Role: Admin Executive
Responsibilities: 
· Schedule and coordinate meetings and appointments.
· Taking care of all Admin Activities.(Employee Details, Employee Salary, Employee Attendance, Employee ID, PF, Bonus).
· Typed documents such as correspondence, drafts, memos, and emails.
· Taking care of Complaints – Request through Telephone calls & Outlook Mail.  

· Manage travel and expense reports for Team members.

PERSONAL DETAILS: 

Date of Birth




:
26th April 1983
Gender





:
Female

Marital Status




:
Married

Nationality




:
Indian/Muslim 

Your’s truly,

