ADMINISTRATIVE ASSISTANT
Aneesh 
Email: aneesh.365223@2freemail.com 

SUMMARY                                                                                    
Dedicated and focused administrative assistant who excels at prioritizing, completing multiple tasks simultaneously and following through to achieve project goals. Answer a high volume of incoming calls while handling in-person inquiries from clients and colleagues. Flexible and hardworking with strong drive to succeed.
HIGHLIGHTS 
· Documentation                           MS Office and Spread Sheet proficient 

· Filing                                          Proof reading

· Meeting support                         Editing

· Traval arrangments                    Understanding grammer

· Organization                              Dedicated team player

· Buissiness writing                     Typing (35 WPM)

· Internet research, Gmail            Data collection (Online and Offline)
· Telephone etiquette                   Customer Service
· Scheduling
EDUCATION
· M.Phil Political Science-University of Madras, Chennai, India, 2014-2015

· MA Political Science-University of Hyderabad, Hyderabad, India, 2010-2012
· BA West Asian Studies-Calicut University, Kerala, India, 2007-2009

· Plus Two Humanities, Kerala, India. 2004-2006
· SSLC, Kerala, India, 2004

WORK EXPERIENCE
Office Aide: Gowtham Model School, Hyderabad, India (2012-2014)

· Performed general reception duties such as answering phones, and greeting and directing guests
· Responded to inquires of clients in person, or via telephone and email

· Given support for meeting, Travel arrangment, organizing and scheduling 
· Performed typing, filing and record-keeping tasks

· Performec all general Administrative duties

Teacher: Gowtham Model School, Hyderabad, India (2012-2014)

· Worked as a Social Studies Teacher at Gowtham Model School. Teaching specialized in Geography, Politics economics and History

KNOWN LANGUAGES : English, Hindi, Malayalam
OTHER ACTIVITIES:

· Successfully completed Predoctoral degree programme of one year (M.Phil) in Politics and International Relations, under the supervision of Dr.W. Lawrence S. Prabhakar, Associate Professor, Department of political science, Madras Christian College, Chennai, India

· Attended an International Conference on  Rising India, Higher Education and the world order in the 21st century organized by St. John’s College, Anchal,  and the Association of Political Scientists Kerala, India .2016 March 10,11

· Presented a paper in an International Conference titled Rise of China and Decline of United States in South Sudan: A Soft Power Perspective oragnised by St. John’s College, Anchal in association with The Association of Political Scientists Kerala, India,2016 March 10, 11

· Attended a National Level Training Workshop on “Qualitative Research, Techniques and Analysis Using ‘R’ Methods” organised by Christ University at the Nodal office, Vazhuthacaud, Thiruvananthapuram, India.
· Attended a National Level Training Workshop on “Quantitative Research and Techniques Using IBM SPSS” organised by Christ University at the Nodal office, Vazhuthacaud, Thiruvananthapuram, India. 
· Hold a Membership in Association of Political Scientists Kerala, India Department of Political Science, University of Kerala, Kerala, India
Declaration
The above given information are true to the best of my knowledge and belief. 
Aneesh 
