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To pursue a career in the field of Administration/Management in the capacity of a successful Office Administrative Officer having equal concern for both Organizational growth and human welfare, growth & development.

QUALIFICATION:
· Bachelor's Degree in Science (BSc) from University of Kerala.
· Honours Diploma in Systems Management (HSM) from NIIT Trivandrum.
· Type-writing in English.



Also attended classes for one year Post Graduate Diploma in Industrial Relations and Personnel Management at Bharatiya Vidya Bhavan, Trivandrum Centre.

COMPUTER SKILLS:

· Operating Systems worked on
: DOS, Unix, Windows-ME, Windows 2000 & Windows XP

· Languages known

: COBOL and C

· Software packages worked on
: MS Office XP ( Word, Excel,Access, PowerPoint),VP-Planner

Projects Done:

Done Software projects as part of Curriculum of the HSM course at NIIT

· Recruitment Monitoring using Cobol in DOS environment

· Financial Accounting System using dBase III+

· Telephone Directory using C language in Unix platform

TRAININGS ATTENDED: 

· Underwent training for Counsellors from NIIT's  School of Employee Education & Development.                                                                           

· NIS (National Institute of Sales, India) training on concepts of SPIN principle of Sales, Organized by NIIT


Both the above trainings were as a part of employment at NIIT.

WORK EXPERIENCE:

Worked as Academic Counselor at NIIT Trivandrum Centre from 01/01/1994 to 20/09/1997 under the management of Namnet Software Centre (P) Ltd.

Worked as Counselor at NIIT Trivandrum Centre from 20/09/1997 to 30/4/2000, under the management of Sun-Ace Educational Services (P) Ltd.

NATURE  OF JOB:



Job involves testing and counseling the enquiries and converting the enquiries into registration as per set standards and norms, responsible for planning of Marketing activities & Implementing business plans in co-ordination with the Management, Tele-follow-up of enquiries, Business report generation, Students service and support in co-ordination with the Faculty and Front Office activities of the centre, which involves data-entry of records and generation of reports etc.

PERSONAL DETAILS:

Date of Birth



: 20th October, 1970

Marital Status



: Married

Able to communicate in 4 different languages Viz., English, Hindi, Malayalam and Tamil.

