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OBJECTIVE: To utilize in-depth knowledge of Computer Operations in a professional and challenging Administrative Management position.
CAREER HIGHLIGHTS
· More than 4 years of administrative experience in educational settings as Core Team member of GEMS OASIS and Gems Learning Gateway (An ERP system for GEMS group).

· Highly organized and efficient in a fast- paced multitasking environment; able to prioritize effectively to accomplish with creativity and enthusiasm. 
· A self-motivated and a proactive programmer who fosters quality relationship with the team members.

· Skilled  to develop, execute, assign, delegate, direct, analyze and recognize problems

· To finish the given work in the speculated time.
KEY STRENGTHS 

· Excellent interpersonal and communication skill.
· Excellent Coordination skills.

· A quick learner with the ability to handle multi tasks

TECHNICAL SKILLS

· Excellent in Microsoft Office Package (2003-2010).
· Excellent in C, C++, VB, VB.Net, HTML, MS Access and SQL Server.

· Proficient in Windows XP/7/8.
· Manual and automated testing.
EXPERIENCE RECORD

1. Our Own High School, Dubai.(April 2009 – till date)

      Designation – Computer Teacher

      Administrative Duties & Responsibilities

· Manage and control our computer software.

· Assist management with various duties as assigned.

· Coordination with the supervisors and other employees to receive all documents and to distribute it to the concerned department.

· Giving training in entry level packages including MS office, Internet and computer hardware to teachers.

· Monitoring the Lab computers and installing the softwares and Windows update. 

Responsibilities as Computer Teacher.

· Conducting theoretical classes for the students and also giving them practical help in computer lab and preparation of study materials.

· The classes mainly focused on Visual Basic 6.0, HTML, Macromedia Flash, QBASIC, Photoshop and RDBMS.
2. Our Own Indian School, Dubai.

Designation – Computer Teacher (Jan 2009 – Feb 2009)
· Assist management with various duties as assigned.

· Coordination with the supervisors and other employees to receive all documents and to distribute it to the concerned department.

· Conducting theoretical classes for the students and also giving them practical help in computer lab and preparation of study materials.
3. Pentagon Systems, Bangalore, India.

Designation: Junior Software programmer

   (April 2004-September 2004)
PROJECT DETAILS

Project #1

Project Name
: Hospital Management System 

Software
:  Microsoft VisualBasic6.0/SQL Server

Role: Assigned as programmer for this project. Involved in all phases of the project (designing, development, implementation and testing).
Project #2

Project Name: Entrance Master

Software: ASP.Net/ VB.Net/SQL Server

Role: Assigned as programmer for this project. Involved in all phases of the project (designing, development, implementation and testing).

EDUCATION
· Master in Computer Science
 
Year of passing-2004 

 
Calicut University, S India.


· Bachelor of Computer Application 

 
Year of passing-2001
  
Mahatma Gandhi University, S India. 

PERSONAL PROFILE

Date of Birth


: 11-04-1980 
Gender



: Female

Nationality


: Indian

Marital Status


: Married

Languages Known

: English, Hindi and Malayalam.
