ADMINISTRATIVE   ASSITANT

SUJATHA.R							Mobile : 9952249151
Plot no.10 KSVP HOUSE
ANBUNAGAR, TAMILNAGAR
KOODALNAGAR,
MADURAI-625017 
Land Mark: CSI CHURCH BACKSIDE STREET
Objective: To get a position as an Administrative assistant and to gain further experience in this field. 
Experience Summary: 
· Carried out key administrative responsibilities related to student management with efficiency 
· Introduced new work process that improved work productivity and efficiency 
Professional Experience: 
Administrative Assistant, September 1998  to till date.
Railnet Software Solutions
· Handled student's issues related to their studies, exams and social behavior with teachers and fellow students. 
· Prepared reports on important sectors of the institute's activities
· Handled tasks related to student registrations 
· Performed assignment of student to different language section 
· Handled various ledgers related to student activities 
· Maintenances the Government documents, Students file, Official Records & ID cards of  Students and Staff.
· Collection of fees from the Students .
· Computerized Posting Ledger, Preparing Profit & Loss Account, 
· Balance Sheet, Monthly & yearly Financial Statement preparation,
· Management of  Bank Transactions
· Preparing Official Communications, filing, Maintaining Stoc
· Maintenance by Library books.
Education 
1991 - 1994 Sri Meenakhi Govt. college for women 
· Completed a comprehensive Degree  course ( B.A in  History)
· Completed DECE ( Kinder  Garden & Montessori) 



Additional qualification 
· MS-Office (DPC)
Knowledge in using word and excel. Able to quickly learn new software packages 
Technical Skills

	O/S			:	Windows 2010,
	Packages		:	MS-Office 2010
	
	



					


