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E MAIL: leena.357002@2freemail.com 

Career Objective


To associate with an organization and to pursuer a growth oriented with a creative and challenging career in progressive environment to enhance my knowledge and skills and tune with the state of new technologies and latest tends and be a part of the team that dynamically excel in work towards the growth in the Travel Management and Tourism Industry.
Educational Qualifications
M.Li.Sc.
Master of Library and Information Science. Institution of ALGAPPA University, (India) during the academic year 2006-2007.
B.Li.Sc.
Bachelor of Library and Information Science. Sri Venkateswara University, during academic year 1998-2001.
B.A.,
Bachelor of Arts (History, Economics and Political Science). Sri Padmavathi Degree College, Tirupati, under Sri Venkateswara University, Tirupati with GPC combination during academic1993-96.

Inter 
Bi.P.C (Botany, Physics and Chemistry). CAN Residential College under Board of Intermediate Education, Hyderabad, and Andhra Pradesh, India during academic year 1990-1993.
SSC
School of Secondary Education. ICICI Syllabus, Horsley Hills School, Madanapalli. New Delhi Syllabus, India. During academic year 1989 - 1990.

Technical Skills
Packages

:
MS-Office, Word, Excel,
Professional Course
Diploma in Travel Management and Tourism.

· Geography 

· Travel Management
· Passport matter
· Visa matter
· Foreign Exchange
· Emigration and Immigration rules and r
· Air Ticketing 

· CRS – Amadeus 

· Tourism Operation and Marketing 

· Domestical and International Tours 

· Communication Skills and Hospitality  

· Project 
Personal Experience
· As a School Librarian in NEW INDIAN MODLE SCHOOL, SHARJAH , UAE

· As a School Librarian in Star Private School, SHARJAH , UAE
· As an Accountant & Supervisor with paper work in Ayyappa Imports(S) PVT Ltd., Singapore.
· As an Accountant & Section Supervisor in Wisdom Wonders Global PVT Ltd., Singapore.

· As an Administrative Office Assistant in Viswam Educational Institution, Tirupati.
· As a School Librarian in Viswam Educational Institution, Tirupati.
Job Work

Job Profile as an Administrative Office Assistant 
· Responsible for the preparation of the monthly cash and credits statements.
· Responsible for salary payments to staff.

· Responsible for Mess Bills & Hostels payment Bills
· Responsible as DTP Operator along with net browsing

· Performing general administrative functions including the scheduling of appointments and meetings

· Provided administrative support for the office staff.

· Responsible for T.C. & conduct certificates.

· Responsible for school fee bills.

Job Profile as an School Librarian and as an Assistant Librarian in College  
· Responsible for stock verifications.

· Responsible for preparation of classification entries and catalogue entries.

· Preparation of Book Selection Slips.
· Responsible for the preparation of the daily and monthly in work and out work delivery statements (periodicals).
· Responsible for the preparation  of  T & P Register.

· Responsible for the preparation of  Contingent Register.

· Responsible for the preparation of  special fee fund Register
· Responsible for the preparation of Accession Register
· Responsible for the preparation of Library Card issue Registers of Staff and Students.
· Responsible for the preparation  of  Reference Section Register.
· Responsible for the preparation  of  Deletions Register.

· Responsible for the preparation  of  Due Register.
· Responsible for the preparation   of  Loss of Book Register.
· Responsible for the preparation  of  Subject Wise Accession Register. 
Personal Skills

Excellent Communication, managerial, interpersonal skills and innovative in implementing new ideas and to achieve the desire results. Comprehensive problem solving abilities, excellent verbal and written communication skills, ability to deal with people diplomatically, willingness to learn, and be a team facilitator and ability to think logically in analyzing the thinks individually.
Strengths 
· Self-motivated, responsible and experienced at working in fast-paced environments.
· Confident and poised in interactions with individuals at all levels.

· Detail oriented, able to multi-task effectively.

· Excellent communication skills both written and oral.
· Honest, Sincere and Commitment

· Hardworking

· Innovative 
Hobbies 
· Reading Newspapers, Magazines, Listening to music and Visiting Historical places and Tours, Collecting the Tourism Photos.
Personal Profile
Date of Birth



:
14th July, 1974

Gender




:
Female

Nationality



:
Indian

Religion



:
Hindu

Marital Known


:
Married

Languages Known


:
English to read speak and write 







Hindi to read speaks and writes






Telugu to read speak and write








From
( LEENA)

From

M. LEENA RAJESWARI
Respected Sir

I Mrs. M. Leena Rajeswari, have completed my B.A., B.Li.Sc., M.Li.Sc., from the esteemed Universities, Tirupati.

I am having hands on experience in maintenance of Library and Administration Office. I am successfully dealing with my premises. Based upon my studies, abilities and skills, I am confident in recommending my self as asset personal to your organization.

I assure you sir; I will be discharging the duties assigned to me to the level best of my knowledge. I will oblige if you can consider my case favorable.

Thank you very much for your time and consideration. I am looking forward to hear from your promptly.

Yours sincerely,

M. LEENA RAJESWARI
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