RESUME


 DEEPIKA. M

 E-mail:  jayadeepu1985@gmail.com
Mobile:  8971675364


Objective

To learn skills and concept to enhance my competencies by working in a concern that provides a suitable atmosphere of challenging work and development climate for best future.
	Employment 
Details



	· Worked as HR Assistant in CARREMAN SILVER CREST Bangalore  From JAN 2007to MARCH 2008

· Working as ADMIN and ASSISTANT TEACHER (handling Science, Math, Computers, Grammar subjects for primary) for St.Philomenas English School, Sarjapur, Bangalore from  2008 to till date. 




	Roles and Responsibilities
	CARREMAN SILVER CREST, Bangalore 
Recuitment , salaries , Base strength , Attendance ,  

REPORTING TO HR MANAGER 

St.Philomena’s English School,Bangalore
Job Description : ADMIN
· As Clerk, Accountant (Maintaining Admission ,Consolidated and Salary Register.)
· FEE COLLECTION ,DOCUMENTATION ,XEROX, QUESTION PAPER TYPING ,ONLINE RELATED WORKS ,RTE, SATS ,KSEEB (tenth standard details)
· NTSE REGISTRATION , INSPIRE AWARDS REGISTRATION ETC
· Managing various d.epartments of the School like Transport, Security, and Housekeeping.


· Providing administrative support to the Principal and the Teachers ,multi-tasker. 
· Carrying administrative duties such as filing, typing, copying, binding, scanning etc. 
· Writing letters and emails on behalf of  office.
·  Monitoring stationary levels and ordering office supplies.
· Covering the reception desk when required .
· Maintaining computer and manual filing systems
·  Provide information to internal colleagues or external enquirers
· Handling sensitive information in a confidential manner.
· Taking accurate minutes of meetings .
· Coordinating office procedures
· Replying to email, telephone or face to face enquiries.





	Educational Qualification

	MA 
Course completed in Diploma in computer application				



	Computer & Other Knowledge 

	Knowledge of Excel (Intermediate and Advanced), PowerPoint, Word document.


[bookmark: _GoBack]

	Personal Details
	D.O.B                             : 26.05.1985
Marital status              : Married                                                                                                                                                                       
 SEX                                : Female                                  	
Languages Known       :  English, Kannada, Telugu, Hindi and Tamil.
Present Address          :  D/O Munireddy, Sarjapura, Anekal,
                                           Bangalore -562125




Above given information is completely true to the best of my knowledge & if you given an opportunity to work in your esteemed organization, I will work at most satisfaction. 


Date:								
Place:                                                                                                     																							            ( DEEPIKA.M )

