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Career Objective:
To work in a dynamic and challenging environment which gives amble opportunity to learn more and where association is mutually beneficial.
 .
Work Experience:
· June 2009 – April 2014:
Administrative Assistant                                                      
                                           , Kannur, Kerala
      Duties & Responsibilities
· Attendance Management.
· Induction Progress.

· Appointment and Confirmation.

· Maintaining Personal files of Employees.

· Wages and Salary Administration.

· Employee Relation.
Personal Details:
Nationality



:
Indian
Visa Status



:
Husband visa

Date of Birth



:
01/05/1987 
Marital Status


:
Married.
Languages Known


:
English, Hindi, Malayalam and Tamil.


Hobbies                                        :          listening Music, Gardening.
.
Educational Qualification:
· MHM ( Master of Hospital Management ) in  A.J. Institute of Hospital Management ( Mangalore University )  2009  -  60%
· B Sc Zoology  in S.N College, Kannur (Kannur University ) 2007 – 76%
· Plus Two  in A.K.G M GHSS Peralassery, Kannur, Kerala  2004 -  77%     
· SSLC in Koodali  High School  2002 – 85%
Participated in

1) 9th Annual National Conference on Health Records MEDRICON-2009 at St. John’s Hospital, 
 2) A Conference on Facing Challenges in Today’s Hospitals-‘No Cure Without Care’ at API Bhavan, Bangalore 

3) Organized a Conference on Hospital Management-QUADMAN-2009 at A.J.Hospital & Research Center, Mangalore 
Computer Acquaintance
· Proficient in MS Office (Word, Excel, PowerPoint)

· Well versed in Internet Applications
Declaration:
I hereby declare that, the facts mentioned above are true and correct in the best of my knowledge and belief.    
