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Lecturer & Operations Coordinator
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	CAREER OBJECTIVE
	

	
	


To obtain a position within an organization that will utilize my education and experience, and which gives scope to update my knowledge and skill in accordance with the latest trend, while presenting new work challenges and continuous learning opportunities and also to be a part of the team that dynamically works towards growth of the organization and gain satisfactory thereof.
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WORK EXPERIENCES

[image: image4.jpg]



Tanzifco Emirates LLC, Abu Dhabi

Operation Coordinator : July 2014- till date

Responsible for providing an efficient and professional administrative and clerical service to colleagues, managers and supervisors to facilitate the efficient operation of the projects.

· Ensuring office procedures and systems operate efficiently.
· Assist Managers in day-to-day coordination and management of business operational activities.
· Monitor, control and manage business operations to meet customer expectations and company goals.
· Identify problems in operations process and resolve them in quickly and timely manner.
· Follow standard operating procedures for efficient business operations.
· Maintain clear and accurate operations documents/procedures for reference purposes.
· Employee database management
· Maintain proper communication with clients
· Recording, compiling, transcribing and distributing the minutes of meetings.
Al Azhar College of Arts and science, Kerala, India

Lecturer in Computer Science: December 2012- April 2014

· Prepared lectures for undergraduate and graduate students.
· Developed and supervised various laboratory activities for computer science courses.
· Assisted students in recruitment and outreach activities.
· Evaluated department programs and participated in committees.
· Monitored department programs and associated activities.
· Analysed student requirements and provided support as per requirement.
· Designed and implemented an efficient curriculum for an academic year.
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AREAS OF EXPERTISE
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	
	Office procedures
	
	Data management

	
	IT skills in Networking and administration
	
	Customer service

	
	Minutes taking
	
	Filing / archiving

	
	Microsoft Windows XP, 7, 8,10
	
	Microsoft Office tools

	
	Database Management
	
	Programming Languages: C++, Java, .Net

	
	Application Development
	
	Training on Hardware and Software
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ACADEMIC QUALIFICATION
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· MCA- Master of Computer Applications (2009-2012)
Mahatma Gandhi University, Kottayam, Kerala, India

· B. Sc Physics with Electronics (2006-2009)
Mahatma Gandhi University, Kottayam, Kerala, India


EXTRA CURRICULAR ACTIVITIES


· Seminars delivered for inter collegiate IT Fest.
· Hold the position as Vice Chair Person of College Union

PERSONAL ABILITIES



· Attention to detail.
· Can work without supervision.
· Good written and verbal communication skills.


· Punctual and reliable.
· Ability to cope and work under pressure.
· Able to work as part of a team
PERSONAL DETAILS:

Date of Birth: 13th November 1988

Age: 28 Years

Sex: Female

Nationality: Indian

Religion: Christian

Marital Status: Married


REFERENCES:

Available upon request
