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   Seeking Assignments
Admin asst., HR, Logistics and Reception

                An effective communicatior with excellent interpersonal skills and ability to relate to

people of different levels of the organisation of the business.
	Career Objectives:


· To take up a responsible position in a dynamic and growing organization.

· To achieve personal development by being accountable and responsible to the assigned tasks.

· To become a part of the team and eventually a leader in the organization.

· Educational Qualification
  Course  
        Year      
Name of School/ College   Name of Board/University


 M.COM

2001-2003
    Vidyaniketan  
    
 Mahatma Gandhi Universty

 B.COM

1998-2001
    Vidyaniketan
           
 Mahatma Gandhi Universty
 Pre Degree

1996-1998          Acquinas College           
 Mahatma Gandhi Universty






   EdaKochi, Kerala
 S.S.L.C

1995-1996
   St Mary Anglo Indian
 Board of Public Examination






   Girls High School

 Kerala

· Additional Qualifications
· PG DIMPLOMA IN HR MANAGEMENT
· DIMPLOMA IN ADVANCE COMPUTER APPLICATION

· Technical Qualification
:     Typewriting  English  lower grade





      Successfully Completed Computer course in MS Office + Tally
· Experience

            :     Worked as administration asst. cum receptionist in Landmark 

Builders, Ernakulam.

                           s



            :      Worked as guest lecturer   in Santa Cruz higher 




                                           secondary school at fort Cochin.

 Worked as customer care executive in Ariel corporate office, Ernakulam

· Worked As a Receptionist at Sunrise Office. Dubai 
· Worked As Logistics asst.Cum admn. Asst. in Emirates Transformer in Jebel Ali.
DECLARATION   :-
I hereby declare that all the information is true and correct to the best of my knowledge and belief.










