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PROFESSIONAL SNAPSHOT 
· Over more than 2 year of experience in Administration as an Administrative Assistant. 
CAREER OBJECTIVE  
· Obtain a position as an administrative assistant in which my organizational abilities can be fully           utilized. Work in a place where there is a need for a variety of office management skills including – computer knowledge, organizational abilities, business intelligence and database program use
PROFESSIONAL SUMMARY  
· Dedicated and focused Administrative Assistant who excels at prioritizing, completing multiple tasks simultaneously, and following through to achieve project goals. Answers a high volume of incoming calls while handling in-person inquiries from clients and colleagues. Flexible and hardworking with strong drive to succeed.

.
WORK EXPERIENCE

· Worked  as an Administrative Assistant in DR.M.G.R Educational and Research Institute University from January 2014 to November 2016. For over 30 year, University is selected as 4th rank throughout India as per the survey done by Financial Express, The university encourages its students to actively participate in intercollegiate events and competitions
TECHNICAL SKILLS

Programming Skills.
· MS WORD

· MS EXCEL

· PHP
· HTML
· JQUERY AND JAVASCRIPT

· CSS
           Database Languages.
· MySQL

           Role : Admission Assistant.

           Key Deliverables.
· Oversee receptionist area, including greeting visitors and responding to telephone and in-person requests for information.
· Maintained database and ensured the delivery of premium service to students
· Answered telephones and transferred calls to appropriate staff members.
· Organized the scheduling of meetings.
· Answering questions about courses or the company.
· Interacted with organizational staff, executives, clients, students and visitors on a daily basis.
· Assist in the preparation of regularly scheduled reports.
· Provide general support to visitors.
· Act as the point of contact for internal and external clients.
· Contributes to team effort by accomplishing related results as needed.

· Answering the switchboard, screening and forwarding incoming phone calls.
EDUCATION 
· B.E (C.S.E) from Anna University in the year 2012 
· H.S.E(C.S.E) from Kerala Higher Secondary Board in the year 2008 
· S.S.L.C from Kerala State Board in the year 2006 
Previous Experience
· Worked as a web application developer in Net Venture Web Solution Kochi, India (November 2012 to December 2013).
Personal Details

Hobbies & Interests
: 
Drawing, Cooking, Gardening.
DOB


:     
18 June 1989.
Marital Status

:
Married.
Sports                             :            Cricket.
References

:
Available on Request.
Key Summary
· Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues and able to establish good working relationships with a range of different people.
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