RAJESWARI

[image: image2.jpg]



[image: image1.png]



            Rajeswari.256325@2freemail.com 
                                                                  ~ Uniquely Qualified For ~                               

( Administration(Document Controller ( Teaching (Operations(
“Striving to upgrade knowledge and practices to retain excellence in the professional brief”

Preferably in Ajman/Sharjah


PROFESSIONAL SNAPSHOT

A “Performance Driven Professional” bringing in rare level business acumen and record of achievements developed in over 3.5 years’ career. Used instincts, insight, judgment, and timing to succeed on tough deal- Operations Management focusing on maximizing customer satisfaction, process compliance, etc.-Process improvement initiatives to achieve maximum efficiency in various operations .Abilities in coordinating with internal/external departments for running successful business operations and experience of implementing procedures and service standards for business excellence .Prudent, disciplined & self-motivated with excellent interpersonal, communication & organizational skills with proven abilities in team management and Excellent teaching capabilities.


OCCUPATIONAL CONTOUR

Worked as Reception cum Secretary at Mubarraz Oil Field LLC Abu Dhabi, UAE since 3rd August 2014 to 5th February 2015

Chief Roles
· Receive and reroute all incoming calls

· Provide information to callers

· Greet persons entering the organization

· Deal with queries from public and customers

· Ensures knowledge of staff movements in and out of organization

· General administrative and clerical support

· Prepare letters and documents i.e. courier, etc.
· Receive and sort mails and deliveries

· Tidy and maintain the reception area

· Handling incoming and outgoing documents record & distribute to concern departments.

· Secure and maintain documents

· Forwarding fax messages to parties received from different departments

· Maintain the location details of each and every employee

· Monitor and maintain safety and medical course reports of all employees

· Prepare Offshore mobilization form of each employee

· Prepare the manpower requisition form 

· Prepare the manpower supply list

Worked as Administration Executive for Bajaj Capital, Kerala, India since 31st July 2012 to 31st October 2013
Chief Roles

·  Handling walk-in Customers 
· Responding to E-mails
· Attending Phone Calls
· Updating the payments in the system
· Updating Customer Applications in the system
· Handling Cheque and Cash
 Worked as IT Faculty for Aiswarya Public School, Kerala, India since 7th November 2010 to

 31st March 2012

 Chief Roles
· Primary IT education

· Upper primary IT education

· Higher Secondary IT education.
· Preparing weekly plan.

· Translate lesson plan into learning experience so as to best utilize the available time for instruction

· Making question paper for all subjects

· Correct regularly all assignments covered by the students
· Maintain a track of activities done by the students for their assessment
· Monitoring the activities of  Students

· Correction of notes

· Conducting Practical training for students in Computer Lab

· Conducting general test

· Conducting Class test

· Discussion with the parents regarding the performance of students in the class

STRENGTH
· Qualified and talented professional

· Dedicated and hard working

· Sheer attitude to learn new skills and improve professionally

· Organized and systematic

· Manage multiple tasks efficiently

· Problem solving abilities

ACADEMIC CREDENTIALS

	Course
	Institution
	University/Board
	Percentage of Marks
	Year Of Completion

	Master of Computer Application
	Kristu Jyothi College of Management And Technology, Kerala
	MG University
	67
	2010

	Bsc Physics With Computer Application
	Sree Narayana College,Kerala
	Kerala University
	69
	2007

	12th Science
	B.J.S.M . Madathil VHSS, Kerala
	Board Of Higher Secondary Examination
	68
	2004

	10th

	HS Pavumpa
	Board of Public Examination
	83
	2002

	Document Controller Course
	Zabeel International, Abu Dhabi
	
	
	2014




TECHNICAL KNOW-HOW

Well versed with MS Office, Internet Applications, C, C++


PERSONAL SNIPPETS
Date of Birth:

             04th May, 1987

Nationality:


  Indian

VISA Details/ Work Permit:  
Husband Visa

Marital Status:


  Married


Languages:


  English and Malayalam

Declaration

I hereby declare that above mentioned details are true according to my knowledge and belief.

Place: Ajman                                                                                                               

