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Seeking a challenging position with a progressive organization that will effectively utilize my knowledge and expertise, where I can grow with the organization and prove to be an asset for its effective functioning, be a team player for the achievement of organizational goals and its success.


· B Tech in Computer Science Engineering under J. N. T. U. Kakinada University in 2012.

· Intermediate passed under Intermediate Board of Education Andhra Pradesh in 2008.

· SSC (Secondary School Leaving) passed under Education Board of Andhra Pradesh 2006.


· University degree in Computer Science. 

· High level of record keeping and confidentiality.

· Good office computer skills including Excel, Word, Access, PowerPoint 

· Excellent time management and organizational skills.

· Fluent in English, Hindi, Telugu, Bengali languages.
· Excellent analytical and problem solving skills, with ability to work independently. 
· Fast learner, self motivated, team oriented with a high degree of attention and commitment to work.
· Completely trusted and having full power to handle the petty cash of company and the employers.

· Worked as “Ticketing cum Customer Representative” in Western Union Money Transfer for 2 years (since April 2012 up to May 2014), INDIA.

· Working as a “Administrative Assistant Cum Customer Service Representative” in Technical Carpentry.
 (Since Jan 27th up to till the date) Dubai, U.A.E.


· Performed related task as assigned by the MANAGING DIRECTOR.
· Perform administrative function & other duties as assigned.

· Review files, records & other documents to obtain information to respond to requests.

· Patient scheduling of busy office multi-tasking & attending to client inquires.

· Set ups, prepares & maintain confidential files & records of MANAGING DIRECTOR.

· Coordinate with PROJECT TEAM and preparing quotations, LPO’s and DO’s.
· Maintaining employees vacation details and updating all records timely.



· Basic Computer Course with Office Package.
· C, C++, OOPS, DBMS. HTML.


       I do hereby declare that the above mentioned information is true to the best 
       of my knowledge and belief. Future I am sure that if a chance is given to 
       me to serve in our esteemed organization. I will give my full efforts towards 
       the betterment.
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