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Position Applied for 
: ADMINISTRATIVE ASSISTANT
PROFILE

Administrative support professional offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

Personal Information 

Nationality 

Indian 

Date of Birth

01/03/1987
Marital Status

Married 

Sex


Female 

Languages Known 

Tamil, English & Malayalam reading and writing.
Educational Qualification 

B.Sc computer science
Skills and Abilities 

· Computer Proficiency: In depth knowledge of Microsoft Office software.

·  Ability to learn new software applications.

· Communicate effectively with staff/executives – Effective verbal/written communication skills.

· Attention to detail, excellent planning, organizing and time management skills.

· Customer-service orientation.

· Objective Statement

·  Work in a place where there is a need for a variety of office management skills including – computer knowledge, organizational abilities, business intelligence and database program use

