	
	

	
	

	Career Objective
	:
	Seeking a challenging entry level position in a multinational organisation which will utilise my education to pursue career growth through excellent track record while achieving goals towards increasing Organisational productivity with a firm of repute and provide an opportunity for continued growth.

	
	
	

	Occupational Skills
	:
	Natural Flair to work with a team. 
Good knowledge of computer software and applications.  
Excellent interpersonal skills. 
Good analytical skills and learning ability.
Manage use of time effectively and efficiently.  

	
	
	

	Qualification
	:
	· BSC Industrial Microbiology

· Post Graduate Diploma in Computer Applications [PGDCA]

· DTP

· Tally 8.1

	
	
	

	Conversant with
	:
	· MS Dos, MS Windows, Microsoft Word, Microsoft Excel, 

· Internet and E-mail

· Transmitting & Receiving Faxes

	
	
	

	Languages Known  :
	· English, Malayalam & Tamil 

	
	

	Core Competencies
	· Easily establishing rapport and gaining confidence.

· Ability to accept a high level of personal responsibility for the effective completion of tasks.

· Analyze and resolve problems in a constantly changing work environment.

	Experience
	:
	Worked as a Computer Instructor for 2 years.
Worked as a Data Entry Operator for 1 year.

	Personal Details
	:
	Date of Birth

Sex

Marital status

Nationality

	25-05-1982

Female

Not Married

Indian
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