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Priyadharshini 
EMAIL: priyadharshini.383972@2freemail.com 


ADMINISTRATION
Flexible, dependable and smart working – a successful Administration professional.
Performance Summary: Highly dependable, adaptable Admin professional with excellent ability in problem solving and multitask while remaining focused. ‘Can do’ attitude towards work. Bilingual: English and Tamil.


PROFESSIONAL EXPERIENCE
Mahathma Eye Hospital, Tamil nadu, India.
Office/System Admin, 6/2015 to 4/2018
· Responsible for the smooth process of the business. Where I actively participate in the process of business like Office Administration, Stationary management, Event Coordination, etc.

· Interacting with patient/clients and satisfy their requirements and issues.  

· Major responsibilities are allocating task to staff nurses & maintain the record of their performance.
· Keep record of all Official and financial documents for audit purpose.

· Keep the office atmosphere and the office supplies in a high & hygienic form with the given budget. 
· Coordinating with various departments and fix their issue related to the admin tasks.


EDUCATION
Master’s Degree, Computer Application, graduated 2015
Sri Ramakrishna Engineering College. (Anna University), Tamil Nadu, India.
Bachelor’s Degree, Computer Application, graduated 2013
Shrimati Indira Gandhi College, Trichy. (Bharathidasan University), Tamil Nadu, India.


ACADEMIC ACHIEVEMENTS
· Received first price in paper presentation on the topic B-plan.

· Attended workshop on Big Data conducted by EMC.

· Participated in Zonal Level Basket Ball match for Sub-Juniors.

· Participated in State Level Short Story Writing.

· Apparel Enrichment in dept. of FT with 95%.



Skills
	· MS Word, Excel, PowerPoint and Outlook
	· Data entry & Data Maintenance

	· Manpower Management
	· Typing Speed: 30 WPM

	· Admin Support 
	· Document Maintenance & Verification

	· Coordinating Meeting & minutes
	· Mailing, Photocopying, Scanning

	
	




STRENGTHS
Self-confident Team Player with Fast Technology Adaptation ability and Good Communication & Interpersonal skills and Self Learning capabilities.


PERSONAL INFORMATION
Name


:
Priyadharshini.K
Date of Birth

:
05-07-1992
Sex


:
Female

Mother Tongue
:
Tamil

Marital status

:
Married.

Nationality

:
Indian.

Languages Known
:
English, Tamil

Hobbies

:
Hand crafts & Apparel Enriching.
PERSONAL INFORMATION
I hereby declare that the above information furnished by me is true to the best of my knowledge. 

