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PROFESSIONAL SUMMARY
M.Sc., MBA., Professional with a career as Lecturer, coordinator in IT field and with broad experience in own father business cable TV network. Looking to work in a challenging position within an entrepreneurial minded company where I am able to leverage my skills and creativity. 
· Have 2 Years of teaching experience.

· Have 1 years of IT and 1 year of hospital experience.

· Have 6 years of own business experience.

EDUCATION
· MBA (Human Resources) Bharathidasan University, Trichy, Tamilnadu, India / 2009, 69%.
· M.Sc (Software Science) Periyar University, Vivekananda College of Arts and Science for 
    Women, Tamilnadu, India / 2005, 77%.
STRONG POINTS
· Confident of smoothly, successfully handling any type of situation.
· Experienced in project management and team leadership.

· Communicate easily with all levels of people from top management to entry level staff. 

OTHER SKILL

· Excellent computer skills, including Microsoft Office.
BUSINESS EXPERIENCE
· Employee Benefits – Recruitment, Attendance, Payroll.
· Financial Control – Banking.
· Customer Support and Satisfaction.

· Administrative work. 

WORK EXPERIENCES – TEACHING
· Aringar Anna Institute of Management Studies & Computer Applications, Chennai, Tamilnadu, India / 06. 2005 to 06. 2007 as Lecturer in Department of MCA.
WORK EXPERIENCES – IT
· Aosta Software Technologies India Ltd, Coimbatore, Tamilnadu, India / 04.2008 to 04.2009 as Software Implementation Coordinator – Deliverables.

· Kovai Medical Center and Hospital, Coimbatore, Tamilnadu, India / 08.2007 to 03.2008 as IT Coordinator & Quality Analyst.
PERSONAL REVIEW 
Date of Birth

:
03-06-1983

Marital Status

:
Married
Languages Known
:
English & Tamil
Visa Type

:
Residence 
DECLARATION 
I hereby declare that all the information mentioned above is true to the best of my knowledge.

Cover Letter

My name is Rani from India and I am currently house wife residing at Sharjah then successfully completed my Masters of Software Science and MBA (HR). I am currently seeking a job. I came across your listing for the position of Administrative Assistant and am very interested in the opportunity.

I am writing to express my strong interest in working at your company as an administrative assistant. I am a highly capable of administrative professional along with various work experiences. I am extremely computer efficient, and make an excellent assistant/office administrator/support for all who are in need of it in the office when necessary. 

After graduation, I entered on a new journey where I had the privilege to work at College, IT, Hospital and my dad own business under taken, where I absorbed a great deal of knowledge and gained huge insight into the field of administration. 

I believe my background and skills closely match your job requirements and I am confident I can make a positive contribution to your organization.

Thank you for taking the time to review my attached resume. Should you have any questions, please contact me at your earliest convenience. I look forward to hearing from you.

