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RESUME  

Age and Date of Birth


: 
12/05/1983 (24 Years)

Nationality



: 
Indian

Status




:
Married

ACCADEMIC QUALIFICATIONS:-

	Sl

No
	Name of Exam
	Board/

University
	Year of Passing
	Class/

Division

	1
	B.Sc (Computer Science)
	Madurai Kamaraj University
	2000-03
	I st  Class

	2
	PGDHM
(Hospital Mgt)
	Madurai Kamaraj University

	2004
	II nd  Class


Other Qualifications:

· Computer Knowledge in Ms Word & Excel.
· Internet and E-mail.

· Attended a Customer care and Satisfaction workshop.

· Attended training for Interpersonal Skill.

· Attended Beautician Courses on Personal Grooming and Make-up.
· Attended training for Hospital Maintenance programme.
OTHER ATTRIBUTES :-

Language Proficiency
:
Tamil, English, Hindi & Sourashtra.
PROFESSIONAL EXPERIENCE:-
I.  I had worked as Teacher. in Guhan Matric. Hr. Sec. School, Madurai, India, from 2005 to 2007.
Nature of work
:  
 

1. Teaching 



2. Maintaining Individual records

3. Conducting Parents meeting

4. Extra curriculum activities 


5. Counselling

 

6. Educational Trips
7. Arranging awareness programmer
8. Special concentration in sports
9. Organising school functions

10.Supervising & valuation of Exam. Papers
II) I had worked as an “ Admin. Asst” in Gemini communications, Madurai  from 2004-2005. 

· Completed an internship below are the job assigned.

· Creating mailing lists

· Making ticket bookings.
· Drafting of letters as well as self corresponding.
· Book keeping.  
Objective:

To aspire a Challenging career in a dynamic and progressive organization where I can utilize my skills and abilities to there best and grow both personally and professionally.

My Strength:

· I consider my self to be an Enthusiastic and optimistic learner.  
· Willing to learn all aspects of the profession.

· Enjoy teamwork and self-motivated

· Detail oriented and always ready to apply new techniques.
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