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Mr. Anil
Anil.371365@2freemail.com     


To ride high on all levels of activities, that will enhance my knowledge and aid me in the growth of my career prospects
  

· Master Degree (Master of Arts) 
· Degree


· Advance Diploma in Computer Hardware and Networking (ADCHN) 2005-2006
· Certification in MS Office
· Certificate in Counseling


Hardware: 

· Assembling, Troubleshooting and maintenance of PC’s

· Networking

· Operating Systems and Software Installation
· Virus Installation and Virus removal

· Disk Data Recovery
Softwares:

· Well versed in MS Office, Internet, Email and Typing

· Photoshop (Basic) & Corel Draw

· Video/Audio Editing

· Epidata, SPSS
	Work Experiences

	Name of the Employer
	Designation
	Job Responsibilities
	Duration

	Hotel Kumbal Castle, Kumbalgard, Rajasthan, India
	Front Office Manager
	· To keep the front desk neat and tidy

· Keep the staff attendance and their leave tracker updated.
· To allot the rooms for the guests and make necessary arrangements required for the guests.
· To look after the guest’s check-in and check-out process and to keep their record updated. Special care for the legality in case of foreigners.
· To respond the phone calls and direct to different departments.
· To act as a guide for the tourists in jungle trucking and a translator between the locals and the guests.
	2005-2006

	Educomp Solutions Pvt Ltd, Kerala, India
	Programme Administrator
	· To supervise over SmarClass and its proper functioning in the School.

· To check regularly for any system related issues and take necessary steps to solve them.

· To see whether all the computers are installed with proper software and carry out a regular hardware check-up.

· To assist the teachers with User ID and Password to access SmartClass Server.

· To assist teachers to find out their suitable digital module from the SmartClass server and add them to their favourite folder.

· To create PowerPoint presentation with audio support for content that is not present in the SmartClass server.
	2008-2011

	Credence Hospital,
Ulloor, Trivandrum
Kerala India
	Personal Assistant to MD
	· To assist the MD in day to day administration of the Hospital.

· To attend the board meeting along with MD and note down the proceedings and the discussions. Document such meetings in soft and hard copy.

· To attend phone calls on MD’s absence and book appointments for visitors.

· To see whether Hospital maintenance are completed in time.

· To track the attendance and leave sanctions of the employees.

· To document highly confidential medical records of the IVF patients.

· To check whether the stock register is properly maintained.

· To see whether Hospital premises are kept neat and tidy.
	2012-2013

	Kerala Child Rights Observatory, Unicef
	Assistant Programme Officer
	· To organize seminars and workshops for college teachers, NGO activists and media personnel.
· To organize award function for the activists and media personnel with regard to their work in the child related field.

· To invite highly qualified people for the events and accompany them to their rooms. 

· Make online correspondents via phone and email.
· To arrange accommodation, food and travel for the guests invited for the events.

· Record and transcribe events and document them.
	2016


	Technical Skills

	Name of the Tools 
	Level 
	Name of the Tools 
	Level 

	MS PowerPoint 
	Advanced 
	PageMaker 
	Advanced 

	MS Excel 
	Advanced 
	Photoshop
	Advanced 

	MS Word 
	Advanced 
	Internet/Email/MS-Outlook
	Advanced 

	English Typing Speed 
	50 WPM 
	
	

	Corel Draw 
	Medium 
	
	


Declaration

I do hereby declare that the above furnished details about me is true to the best of knowledge and belief and I promised to work sincerely my.
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