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CURRICULAM VITAE

OBJECTIVE

Provide Administrative and executive support within busy office. Manage executive team's calendar; plan client meetings; prepare reports, spreadsheets and presentations; manage records; and administer database.
PROFILE SUMMARY
· Answering telephone calls and intercoms

· Taking messages and responding to inquiries on official matters

· Providing comprehensive clerical and secretarial support company staff and management

· Greeting and welcoming visitors

· Conducting center tours as required

· Handling daily staff scheduling and processing maintenance requests

· Assisting in opening and closing of the facility at the start and ending of each day.
· Organizing ,Publicizing and registering staff for staff development workshops
CAREER HISTORY
· Office Assistant,2013 to 2014 MET English Medium School at Kerala India
· Office Assistant ,2014 to 2015 CADIZ  institute at Kerala India
ACADEMIC
· Bachelor of  Education

:Physical Science (University of Calicut)           
· Bachelor of  Science
           :Chemistry (University of Calicut)

· Higher Secondary Examination
:Plus Two (Board of Higher Secondary              
                                                             Examination Kerala)

· S S L C



 :(Board of Public Examination Kerala)
COMPUTER SKILL

· Post Graduate Diploma In Computer Application(PGDCA)
· MS Office
SOFTWARE SKILL
· C Programming, 
· Visual Basic. Net,
·  Data Base Management Systems(DBMS)
PERSONAL DETAILS

Date of Birth

:  09-05-1991
Nationality


:  Indian

Visa Status 


: Visit Visa
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