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CURRICULUM VITAE

Teena 
Position: Admin Assistant/ Secretary.
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CAREER OBJECTIVE











To be part of and grow with a reputable company in a progressive industry; a company where integrity, hard work, dedication are appreciated.
Keen to find a challenging secretarial position with a successful and ambitious company that offers opportunities for career development and advancement.
SKILLS
· Strong organizational and time management skills.

· Organized, dedicated with positive mental attitude.

· Creative, flexible with efficient work habits.

· Ability to work independently.

· Adapt well to changes and pressures at the work place.

· Ability to handle multiple tasks simultaneously.

· Good analytical skills, oral, written and interpersonal communication skills.

EDUCATIONAL QUALIFICATION
	Qualification

	Board / University
	Year of passing
	Aggregate

	B.Sc. (Mathematics)
	Kerala University
	     2008


	    83.7

	Higher Secondary
	CBSE, Rajasthan


	      2004                                                                            


	    58.4

	Secondary School
	CBSE, Rajasthan


	      2002


	    60.6


PROFESSIONAL QUALIFICATION
· IATA /UFTAA Level 1 Foundation & EBT Course Travel & Tourism (2010).

(Akbar Academy of Airline Studies, Kottayam, Kerala)

· Diploma in Airline and Tourism management (DATM).

(Akbar Academy of Airline Studies,  Kottayam,  Kerala)
IT SKILLS
· Certificate Course in Computer Operations and Applications from AISECT, Bhopal, M.P.

· Diploma certificate in M.S. Office from Darsana School of Computers, Kottayam, Kerala.

· Certificate course in Tally ERP 9.1 from Darsana School of Computers, Kottayam, Kerala.
· Internet and Email applications with a good speed on typing.
WORK EXPERIENCE
· Secretary cum Receptionist

Software LLC

Dubai, UAE

              {April 2015- Feb 2016}
        Responsibility:

· Welcomes visitors by greeting them, in person or on the telephone; answering or referring inquiries.

· Directs visitors by maintaining employee and department directories: giving instructions.

· Interacted well with public.

· Maintained a neat, tidy and pleasant appearance of the reception area.

· Contributes to team effort by accomplishing related results as needed.

· Responsible for all company secretarial functions, duties and responsibilities. 

· Providing advice to colleagues and senior managers on administrative matters. 

· Updating and maintaining all licenses and Companies House records. 

· Dealing with correspondence. 

· Developing & implementing admin policies & procedures to improve efficiency.
· Maintaining all statutory registers and blueprint. 

· Reporting in a timely & accurate manner on company procedures & developments. 

· Travel Consultant

     Kosamattam Finance Pvt. Ltd

     Kottayam, Kerala

      {Jun 2014 - Feb 2015}
             Responsibility:
· Handling walk in customers doing reservations in railway and airline ticketing. 

· Dealing with branch inquiries over the phone, listening to customer’s needs and acting up, Issuing tickets.        

· IATA-UFTAA Instructor 
      Akbar Academy of Airline Studies

      Kottayam, Kerala 

      {April 2010-March 2012}

Responsibilities:

· Provide training in areas of: Foundations of Travel & Tourism, Managing Travel Business, GDS          Fares & Ticketing, IATA Hospitality Training Services, and Tourism.
· Prepare and deliver lectures as per the planned structure & schedule of a course.
· Accounts Assistant
                  Akbar Academy of Airline Studies

    Kottayam, Kerala 

    {April 2010-March 2012}
      Responsibilities:
· Calculating and checking to make sure payments, amounts and records are correct.
· Managing petty cash transactions.
· Working with spreadsheets, sales and purchase ledgers and journals.
PERSONAL DETAILS
Nationality
:
Indian


Date of Birth
:
12/07/1986.


Gender
:
Female.


Marital Status
:
Married.


Religion
:
Christian.


Languages Known
:
English, Hindi and Malayalam.

VISA DETAILS


Status
:
 On Visit Visa.
DECLARATION

I do hereby declare that all information furnished above is true and correct to the best of my    
knowledge and belief.
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