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REMYA
Email: remya.370516@2freemail.com 
	Career Objective


To work in a firm with a professional work driven environment where I can utilize and apply my knowledge, skill which would enable me as a experienced graduate to grow while fulfilling organizational goals.                                                                                                                                                                                                                                                               
	Summary


 Well performing Office Administrator & Programmer Assistant with five years, proven track record of managing all activities within office. Demonstrated ability to handle visitors, direct calls, schedule meetings and distribute correspondence, letters and faxes. A strong communicator and leader who is able to successfully implement standard office procedures.
	CAREER PROGRESSION


PROGRAMMER ASSISTANT – Secretariat Departments, Government of Kerala, India
                                              (2nd December 2014 to 5th April 2017)  

 Worked as a programmer assistant of E-office project ,NATIONAL INFORMATICS CENTRE
· Correct errors by making appropriate changes and then rechecking the program to ensure that the desired results are produced.
· Conduct trial runs of programs and software applications to be sure they will produce the desired information and that the instructions are correct.

· Compile and write documentation of program development and subsequent revisions, inserting comments in the coded instructions so others can understand the program.

· Write or contribute to instructions or manuals to guide end users.

· Consult with and assist computer operators or system analysts to define and resolve problems in running computer programs.
· Perform systems analysis and programming tasks to maintain and control the use of computer systems software as a systems programmer.

· Assign, coordinate, and review work and activities of programming personnel.

· Collaborate with computer manufacturers and other users to develop new programming methods.

· Train subordinates in programming and program coding.

OFFICE ASSISTANT – Viswabharathy Public School, Neyyattinkara, India
                      (June 2012- September 2014)

· Use a computer and proprietary or mass market software programs like MS Office to enter, retrieve or archive information.
· Perform a variety of clerical activities, including preparing routine correspondence, sorting and filing of records, documents, mail and other material. 

· Assist with attendance, absence and tardy tracking; enter information into a proprietary student information system; generate lists, rosters and reports as needed.

· Answer phones, greet and direct visitors, take and relay messages; provide routine information to students, parents or guardians. 

· Operate a variety of contemporary office equipment. Inventory, order and distribute office and classroom supplies as needed. 
· Primary Level Teaching
· Receive and account for monies from fund-raising or other school activities.

· Assist in supervising students sent to the office for disciplinary or other reasons. 
	EDUCATION


	Course
	Institution


	Board  /

University


	Year of

Completion


	Marks %

/ CGPA



	B.Tech   in  Information

Technology

PLUS TWO
SSLC
	Narayanaguru College of  Engineering.

M.V.H.S.S , Arumanoor.

ST.Thereses Convent Girls H S, Neyyattinkara
	Anna University, Chennai

State Board

State Board
	2012

2008

2006
	6.59

CPGA

74.83

79.23


	ACHIEVEMENTS and  ACTIVITIES


· Attended an one week Seminar on “Technological Development” in Narayanaguru College of Engineering       

· Attended an one week training on “Personality Development” in Narayanaguru College of Engineering

· Attended an  IMPLANT TRAINING for a period of one week in security systems group (SSG), Special Products Group(SPG) and Power Electronics Group(PEG) at Keltron Equipment Complex, Thiruvananthapuram

· Emotion Analyzing System based on Face Recognition Technique:Project based on .NET
	Computer Awareness


Programming Languages
    : C, C++, Java

Packages
            : MS Office , Excel, PowerPoint, Outlook
Scripting languages                   : HTML

Data Bases                                : My SQL , ORACLE

Platforms Used
               : Windows XP , Unix, Linux, Windows 2007,Ubuntu
PERSONAL PROFILE
	  Name
	  REMYA

	  Date of Birth  
	  03-07-1989

	  Sex
	  Female

	  Marital Status
	  Married

	  Nationality
	  Indian

	  Languages Known
	  Malayalam,English,Hindi

	  Visa Status
	  Spouse visa 



DECLARATION
I hereby declare that all the particulars furnished above are true to the best of my knowledge and belief.

REMYA  
 UAE                                                                                                                     Date
