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Objective:

Seeking a position in Secretary or Administration with a reputed organization, where I can utilize my experience.
   PROFILE  IN-BRIEF
[image: image1.png]



Responsible for maintaining proper filing system of office document
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Experienced in routine Office administration / Can do Self-correspondence.
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Tactful, polite and excellent in Public Relation.
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Very good command over English -spoken and written.

· Experienced in MS Office / Experienced as Data Entry Operator.
NATURE OF JOBS DONE

2004 – ‘06           :      Sun Pharmacy Pondicherry India. (As Secretary & Pharmacist)
2006 ​– ’07           :      Azimuth Software Pvt. Ltd., Pondicherry, India   ((As 
                                   Transcriptionist)       
Administration Functions:
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Conduct discussions with the Management / Follow up of Management decision. 
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   Responsible for Office administration functions including Customer service. 

[image: image7.png]


   Conduct weekly discussions with Management.
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Attending Customer enquiries / Preparation of Daily Sales & Collection Report. 
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Placements of orders for day-to-day office requirements.

· Interaction with the Clients / Visiting Offices for the Finance Settlement.

QUALIFICATION
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B.Sc. Psychology (not completed)  - 2007 Alagappa University India.
· CMT (Certification in Medical Transcription) 2006 Azimuth Software Pvt. Ltd.,  Pondicherry Indian   
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    D.Pharm (Diploma in Pharmacy) - 2004 Board of Medical Education,  

          Pondicherry, Indian                         
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Diploma in Office Automation- Pondicherry, India.
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Typewriting English (Lower, Higher)
PERSONAL  DETAILS

Date of Birth                 :  
22.04.1985
Martial Status

:        Married

Languages


:
English, Tamil, Malayalam

Visa Status


:
Husband’s Visa 

Nationality


:
Indian

Declaration
I hereby declare that all the statements made in the above are true to the best of my Knowledge and belief.

Thanking you,

    Yours truly,
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