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PREEPTHY 
Email:
preepthy.281468@2freemail.com 
DATE OF BIRTH:
22nd Dec1976
Sex_Female
Nationality : lndian
VISA STATUS:
Husband's Visa


CURRICULUM VITAE
OBJECTIVES:-
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A challenging position in a dynamically creative oriented
Environment, whereby  my interpersonal skills,
Communication skills, and professional background can be
Applied to gain and feel full responsibilities
EDUCATION:-

Advanced Post Graduation Diploma in computer Application in (ALevel) 2000
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 Post Graduation Diploma in computer Application 1999 [image: image2.jpg]


 Bachleor of Science, 1995 - 1998 Alappuzha [image: image3.jpg]


 Pre -Degree ,Kerala University,l992-1995
DETAILS OF CARRIER:-
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 Worked as Administrative Officer under Sri Sri RaviShanker
Vidya Mandir for 4yrs(CBSE SYLLABUS) IMay 2004 -June 2008
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 Worked as Public Relation Officer under Sree Narayana Central School,Alappuzha for 3yrs (CBSE -An ISO- Certified Institution) July 2009 -March 2012
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 Worked as Office Co-ordinator cum Teacher, under Sree Narayana Central School,Mavelikkara for one year(CBSE SYLLABUS) July 2008 -May 20091
WORK HISTORY:-
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 Work Co-ordination and Supervision of routine matters and can handle many details and challenging situation supporting the efforts of an Executive, Manager or Proffessional group
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 Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions
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 Answer, screen and transfer inbound phone calls, mailing, maintain
electronic and hard copy filing system, retrieve documents from filing system , handle requests for information and data
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 Prepare and modify documents using Microsoft Office including
correspondence, reports, drafts, memos and emails
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 Schedule and coordinate meetings and prepare agendas for meetings , record, compile, transcribe and distribute minutes of meeting
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 Good judgment,punctuality,interative good work ethic and manegerical skills.
SKILLS:-

· Motivated and enthusiastic about developing good relations with others.
· Effective working alone or as a co-operative team member.
· Enhanced the ability to listen with objectivity and logically analyze information
· Open minded to work in a complex environment.
· Active learner with a keen ability to practice good judgment.
· Proficient in providing administrative support to different departments.
· Cou1d operate effectively with Microsoft office tools.
LANGUAGE SKILLS:-

· English: fluently spoken, read, written, and communicated with.
· Hindi: Fluently Spoken.
· Malayalam: Native Language.
PERSONAL DATA:-

· Marital status: Married.
DECLARATION:-
I hereby declare that the above Wiitten particu1ars are hue to the best of my knowledge and belief
PREEPTHY 
