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                                        CURRICULAM VITAE
ISMA 
E-mail:  isma.381223@2freemail.com 

OBJECTIVE:
Seeking a challenging career with a progressive organization and hence would utilize my skills, abilities and education to the best.
PERSONEL SKILLS:
· Able to understand and carry out policies and procedures.
· Good centered behavior, patience and hardworking.

· Innovative, ability to learn new skills,  work un-supervised and under pressure.
· Good verbal and written communication skills.
EXPERIENCE
Title                  : Office Administrator
Organization    : PUTHANKATTIL TRADERS
Duration           : JUN 2011 – JULY 2013 (2 year).
Description       : 
· Assists in purchase orders and invoicing

· Deals with Customers for enquires & inprocess jobs

· Checking materials update from supplier 

· Compile factual & numerical data

· Check cash flow and maintain accounts.
· Arranges meetings by scheduling appropriate meeting times, booking rooms, and planning refreshments
· Manages correspondence by answering emails and sorting mail

· Assists in planning and arranging events, including organizing catering

· Handles expenses and billing cycles

· Manages reception area and looks after visitors

· Answers phone calls and transfers them as necessary

· Drafts, formats, and prints relevant documents

· Maintains stock lists and orders office supplies as needed

· Manages staff expense requests

· Interacts with directors and carries out their requests

· Creates agendas and takes meeting notes

· Assists in purchase orders and invoicing

· Maintains accurate records for employee holiday requests

· Manages outgoing post and records data on special deliveries

· Photocopies and files appropriate documents as needed
EDUCATION QUALIFICATION
· B.Tech. (Computer Science Engineering) from MES Engineering College, Kuttipuram, Kerala, India, Calicut University: 2011

Others:

· MS Office
· AutoCAD , 3DS MAX
ACADEMIC PROJECT/SEMINAR.
Academic Project :

Title            : INTEGRATION OF SEARCH ENGINES FOR A LARGE     ,          ,                       SCALE META SEARCH ENGINE
Academic Seminar:

 Title            : Swarm Intelligence.
. 

HOBBIES:
Painting, Craft Work, interior Designing, Music, & Travelling
PERSONAL INFORMATION

Date of Birth
: 09th December 1989
Nationality
: Indian

Visa Status
: UAE Residence Visa 
Marital Status

: Married

Languages Known                   : English, Tamil and Malayalam
DECLARATION

I do hereby declare that all the information mentioned above are true and correct in best of my knowledge and belief.                                                                                                        
REFERENCE
 Will be furnish on request                                                        
