Sasikala

Sasikala.366699@2freemail.com                                                         
Objectives:

To use my skill in best possible way for achieving company’s goals
Professional Experience:
SRI VELMURUGAN SUPER MARKET
Designation:
ADMINISTRATIVE SUPERVISOR
Period:

2014-2016
Location:
VELLORE, INDIA
Job Description:
· Preparing agendas and scheduling meetings

· Preparing and modifying documents including correspondence, reports, drafts, memos and emails 

· Coordinating and maintaining records for staff, telephones, parking and petty cash

· Preparing invoices and orders in the system. General duties including Xerox, sending fax and mails, arranging courier etc

· Scheduling and coordinating meetings, appointments and travel arrangements for managers or supervisors

· Answering, screening and transferring inbound phone calls from customers

· Maintaining electronic and hard copy filing system

SKILLS KNOWLEDGE:

· Programming language in C,C++,JAVA,VB

· Microsoft office in WORD,EXCEL,PPT

Professional Certification
· Accounts package in TALLY.ERP9, Vellore – India
Academics:
· Bachelor of computer application (MKJC) from Thiruvalluvar University, Chennai – INDIA (JUNE 2011-2014)

· Pre University College (HHSS) State Board – Vellore – INDIA (June 2009-2010)

· 10Th Std From Hindu higher Secondary School State Board, Vellore – INDIA (April 2008)

Personal Details:
Date of Birth

: 15-sep-1992
Gender 

: Female
Marital Status

: Married 
Nationality  

: Indian

Current Location 
: Dubai
Visa Status 

: Visit visa
No. of Dependents
: Nil
Salary Expectations
: Negotiable

Notice Period 

: Immediate
I hereby declare that the particulars furnished are true, correct and complete to the best of my knowledge and belief.

