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	Academic Chronicle

Bachelor of Commerce

VHSE (Office Secretary Ship) with distinction.


SSLC from Board of Public Examination with first class.
   Diploma in Computerised Professional Accounting
Computer Knowledge

MS Office

Peach Tree
      Tally 9 ERP

  Intranet & Internet
Technical Profile
Type writing
:   English & Malayalam 
Shorthand
:   English & Malayalam 

	Date of Birth  : 15/10/1990

Sex                  : Female

Religion          : Hindu

Nationality     : Indian 

Visa Status     : On Visit
Professional Edges:

	Languages Known


English

Malayalam
      Hindi

Tamil

Kannada
Capability to meet deadlines and work under pressure.
Excellent command over English and Interpersonal skills.
Discretion and understanding the need for confidentiality.
Ability to work with minimal supervision.
Optimistic – when faced with a challenge also looks for an 
           opportunity in it.    

	Area of specialization:
Key Qualifications:

	Easily adaptable to working environment, hard working and 
           achievement oriented.
Typing skills and competence with using modern office systems 

           and software.
Ability to take decisions in a controlled manner.
Quick learning & decision making ability.

Office Administration, Finance, Secretarial cum Stenography, 
           Public Relation & Communication Support
Able to handle accounts and perform all clerical and secretarial 

           duties.
Thorough understanding of the necessary principles of record-  

            keeping, copying, faxing, mailing and filing.
An excellent communicator with customers, managers and junior 

           staff including assisting in a supervisory and training capacity. 

Demonstrated ability to process received and outgoing mail 

           manually and electronically.
Proficient in using  Outlook, word, Excel and PowerPoint and also 

           have experience in making arrangements with travel agents and  

           client entertainment.
Demonstrated ability to provide administrative services to Senior 
           Managers.

	Experience Summary:
Reference:
	Sound ability to manage payroll systems and keep track of records and files.
Proficient in MS Office, Tally ERP and Intranet Page Editing
SECRETARY CUM STENOGRAPHER 
In Indian Space Research Organization, LPSC, Trivandrum, India
From November 2008 - November 2009
SECRETARY 

In Indian Space Research Organization, LPSC, Trivandrum, India

From December 2009 - August 2010

FINANCE CUM ADMINISTRATIVE EXECUTIVE

In Indroyal Furniture Company Private Ltd, Trivandrum, India

From December 2010 - July 2012

PUBLIC RELATION MANAGER

In Global Vision Cancer Care NGO, Bangalore, India 

From November 2012 - January 2013

SECRETARY TO DH 
Engineering and Business Solutions Limited, Bangalore, India
From January 2013 – February 2014
Available on request.


