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	STEPHY 
I am looking to obtain a position within a challenging environment that enables me to use my strong organizational skills to achieve advancement and growth for the company. 




                                                                                                                                               


Whatsapp +971504753686 / +919979971283I � HYPERLINK "mailto:stephy.375913@2freemail.com" �stephy.375913@2freemail.com� 








EXECUTIVE SUMMARY


Performance-driven administrative professional with experience in facilitating support services and office management.


Self motivated with a passion to achieve objectives through dedication, integrity, trust, and hard work.


Recognized for leadership skills, project completions and willingness to assume additional responsibilities.


Strong organizational, customer service, team player and communication skills with ability to achieve business objectives. 


Possessing exceptional analytical skills as well as time management and multitasking skills resulting to effective operational excellence.


Strong work ethic, professional demeanor and great initiative.





WORK EXPERIENCE


Suffix E Solutions, Trivandrum, India 


Junior Software Engineer, 2014 to 2016


Gathering the requested information from the clients


Keep records of all information related to project for documentation, clarification and presentation to management. 


Preparing all applications utilizing standard development tools.


Interact with all experienced functional consultants with purpose to write and design parameters.


Convey effectively with all task process, evaluations, suggestions, along long with technical and process issues.


Compile data and submit the complete report to the client. 


Obtain estimates and complete documentation reports for deferred maintenance projects.











AREAS OF EXPERTISE 


Project Management


Organizational Development


Capable in drafting letters/emails and making reports on Excel.


Microsoft Word, Advance Microsoft Excel and PowerPoint 


Telephone skills


Maintain office filing and storage system


Retrieve information when requested


Internet & E-mails etc.








PROJECTS WORKED 


Website for MES College – (� HYPERLINK "http://www.meskalladicollege.or" �www.meskalladicollege.or�)





Parambikulam Wild life Sanctuary – (� HYPERLINK "http://www.parambikulam.in" �www.parambikulam.in�)





Online Website for church Management – Kerala





Matrimony Website 





 ACADEMIC PROJECTS 


Parental Mobile Control System


R.T. Office information system








TECHNICAL SKILLS


Computer Language: C, C++, Java, PHP, Codeigniter (PHP Framework)


Scripiting Language: HTML, JavaScript, Jquery, AJAX.


Operating System: MacOS, Windows 10, Linux


Assembly Language programing: Microprocessor 8085 & Microprocessor 8051.


MS Office 2016: Word, Excel, PowerPoint, Outlook


LANGUAGES


English, Hindi, Malayalam





INTEREST


Physical Activities: Hiking, Camping, Gardening


Leisure activities: Reading, Knitting, Cooking, Internet Surfing.


DECLARATION


I do hereby declare that the particulars of information and facts stated here in above are true, correct and complete to the best of my knowledge and belief.


Stephy 			Place: Dubai 


                                    





Date: 








Mobiz Innovations Pvt Ltd, Ernakulam, India


Software Engineer, 2016 to 2017


Managed all day to day operations including bookkeeping and payroll-budgets.


Record of payments collection from clients


Letter typing, Making Quotations, Invoice, Billings and Purchase Orders.


Log phone messages into computer system and email to staff.


Attending Phone calls in Back office to schedule appointments and solve queries. 





ACADEMIC PROFILE


2015 – B. Tech Computer Science & Engineering (Kerala University, India) with CGPA: 6.94





PERSONAL INFORMATION





Marital Status: Single


Gender            :  Female


Nationality      :  Indian


DOB                 : 04th August 1994


Visa status       : Visit Visa (16/12/2017 to 16/03/2018)




















