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PERSONAL PROFILE

Sex



:
Female

Date of Birth


:
21 April 1980

Nationality


:
Indian

 ACADEMIC PROFILE

· Master of Science (IT)
from Sikkim Manipal University
in 2005. Score= 72%, Grade A 

· Bachelor of Commerce from University of Kerala in 2003. Score= 78%, First Class with Distinction

PROFESSIONAL SUMMARY

· Worked as Secretary at Sreenidhi International School Pvt Ltd, from August 2005 to 
06 December 2007.

Main Responsibilities:

· Front Office Management and answering school faqs.

· Maintaining file system of departmental records. Filing, Mailing, Sorting Correspondence. Preparing customized forms, tables, charts, spreadsheets and documents based on requirements via various software programs.

· Scheduling Meetings and Interviews. Taking down Minutes of management committee meetings, staff meetings 

· Updating and maintaining staff orientation manual and administration department’s procedure manual. 

· Training staff in the school management software.

· Assisting with organizing departmental and school functions. 

· Providing support to the administrative department.

· Worked as a Freelance teacher and Career Counselor from 01 December 2004 to 31July 2005.

TECHNICAL PROFICIENCY

· MS-DOS, Windows 95, 98, 2K, XP

· Tally, MS Office

· C, C++

· MS Access, ORACLE 8.0

· VB, ASP, VC++

PROFESSIONAL TRAININGS 

· HR and Administration Skills from Nadia Training Institute (Approved by City & Guilds and Microsoft) in March 2009. 

· Student Leadership Orientation Program – Catch ‘em Young for Sreenidhi Group from Infosys Technologies Ltd, India in April 2007.

· Application of first aid in real life scenarios – Life Saver from Apollo hospital in July 2006.

· Linux awareness for students
from Redhat Linux in Jan 2006.

PROJECTS/ PAPERS / SEMINARS

· Did a project using ASP AND Oracle for Online Banking solution. The team consisted of 2 members completed over a period of 6 months. My responsibilities included system analysis, project design and outline, coding and analysis, live testing of banking scenarios, debugging and documentation.
· Presented a seminar paper on IT and LAW at Sikkim Manipal University.

PROFESSIONAL MEMBERSHIPS

· Former member of Computer Society of India.

· Member of LANSCAPE, an organization of engineering graduates in Kerala formed to spread computer awareness and improve IT proficiency among school children and rural folk. 

EXTRA CURRICULAR ACTIVITIES

· Participated in Inter School/ Inter Collegiate Dance (Classical) Competitions.

· Orator at school and college levels.

LANGUAGES KNOWN   

· English, Malayalam (Fluent)

· Hindi, French (Fair)

PERSONAL STRENGTHS

· Team player

· Fast learner

· High level of confidence

· Open to challenges

· Adaptive to work environment

· Flexible work options
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