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CAREER OBJECTIVE:
To work with a reputed organization and to contribute to the growth of the organization with my technical skills, innovative thinking and hard working nature and to update myself in accordance with the latest trends by quick and continuous learning. 
	Examination


	Discipline/

Specialization
	Board/University

	B.Sc
	Mathematics
	Pondicherry University

	Plus Two
	Commerce
	State Board Of Kerala syllabus

	SSLC
	
	State Board Of Kerala syllabus.


ADDITIONAL QUALIFICATION
· Programming Languages  :    HTML, C++  
· Databases tools                 :    MS Access.
· Operating Systems            :    Working experience in Windows 7 & Windows XP
· Other Skills                       :    Microsoft Word, Excel, Microsoft Office , Photoshop, Corel                     
                                              Draw & PageMaker.
· Typewriting

      :    English (Lower) with word processing 
EXPERIENCE:
· Four years experience as District Data Assistant in Hospital, Mahe under Puducherry State Health Mission, Government of Puducherry.
Nature of work: 

· Perform professional administrative work, coordinating functions and executing tasks within Human Resources.
· Provide administrative support in the preparation of correspondence, reports, schedules, confidential materials and various employee issues
· Produce salary certificates, Experience Certificate etc
· Looking employees leave particulars, medical leaves, Causal Leave and attendance of every   employee.
· Maintain employee personnel filing. 
· Assisting Directors with recruiting, interviewing, and selection processes and send appropriate correspondence to all applicants in a timely manner.
· Prepare contracts and offer letters as per request of the Directors.
· Uploading Data in to Web portal

· Entering Data in to Tally Software

· Making Salary Bill 
· Making other Payment Bill

· Issuing Quotation Notice and Supply Order and coordinating further procedure.

· Consolidating statistical report and send to the head quarters.

· Assist in preparation of financial statements. 
· Review and process routine accounting data for income and expenditures.  
· Assisting with Monthly and Year End tasks.
· Prepare Balance Sheet, Income and Expenditure Statement, Receipt and payment statement

· Prepare Audit report

· Prepare monthly expenditure statement

· Prepare monthly reconciliation statement 

· Maintaining stock register, cheque register, quotation register, fixed assets register Advance register etc.

· One year experience as Computer Teacher at S.M. I. English Medium School, Kunhipalli, Vatakara.
· One year experience in Computer Operation and Office Management under the scheme                in -plant training at Govt. General Hospital, Mahe.
PERSONAL TRAITS:

· Determination &Hard work.

·        Flexibility and willingness to work under pressure.

·  Highly positive attitude and ability to work in a team.

· LANGUAGES KNOWN:

· SPEAK: English, Malayalam, Hindi and Tamil.
· WRITE:  English, Malayalam, and Hindi.
PERSONAL PROFILE:


Date of Birth

:   29.09.1982.


Gender


:   Female.


Nationality

:   Indian.


Visa Status

:   Visit Visa 
