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BABILA.K.K.

ADDRESS:

Villa No; 14

Al Bidah Street

Bin Omran

Doha, Qatar

PHONE NUMBER:

+974 30691129
+97470523299


SEX:

Female

DATE OF BIRTH:

23-04-1988

FATHER’S NAME:

Ummarkhan.K.K.

RELIGION:

Muslim

CASTE :

Mappila

NATIONALITY:

INDIAN

VISA STATUS: VISIT VISA


CURRICULAM	VITAE




OBJECTIVE:

Seeking a challenging & rewarding position with the potential of career advancement, where I can contribute to the growth of the organization and vice-versa and ofcourse the learning opportunities invariably associated with it.



EDUCATIONAL QUALIFICATION

· 10TH  - Jawahar Navodaya Vidyalaya, Calicut.
· +2 – Jawahar Navodaya Vidyalaya, Calicut.

· 5 Year LL.B - Calicut University .

· MBA – HR And Media Management – Suresh Gyan Vihar University,Jaipur.

· Msc- Psychology – Tamil Nadu Open University.



TECHNICAL QUALIFICATION:

· MS-OFFICE – IT COMPUTER MISSION,KERALA,INDIA

· DTP – ACCOUNT SERVICE SOCIETY, Reg R/75/06, Under Govt.of

KERALA,INDIA.



KNOWLEDGE ,KEY SKILLS AND ABILITIES:

· Good Communication Skill in English (oral and written)

· Good Computer Knowledge

· Strong customer service skill

· Demonstrate intermediate administration and interpersonal skills

· Ability to organize, Prioritize and be attentive to detailed work

· Demonstrated ability to work independently in a cross cultural environment and safeguard confidential information ability to work as team member.
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PROJECTS:

1. Participated in National Seminar on Intellectual Property Rights in the Knowledge Era organized at Thrissur on 24th July 2010 by Energy Conservation Society (ECS) and Kerala Council for Science and Environment ( KSCSTE).

2. Supervisor in National Popular Register (NPR) project from 2013 to 2014 conducted by Unique Identification Authority of India (UIDAI) for Data Entry of population for AADHAAR in India.

3. Be the Board Member of ASTHMA ERADICATION SOCIETY,INDIA since 2014, in associated with ANANDAVEDA AYURVEDIC HOSPITAL for dimish and eradicate asthma from society.

4. Be the Board Member of PEOPLES MOVEMENT FOR SOCIAL JUSTICE (SOCIETY),INDIA since 2014 for the open forum for poor and injustice, by added kerala cultural members and professionals.

AWARDS & ACHIEVEMENTS:

1. Achieved Bachelor of Arts from Calicut University in January 2011 , Reg.No LTAFLLB009.

2. Enrolled Under INDIAN SCHOOL OF MANAGEMENT in 2nd day of December 2013, E-CODE : MB 12132.

3. Qualified ALL INDIA BAR EXAMINATION (AIBE 2014) Roll No 2650504.

4. Enrolled Under BAR COUNCIL OF DELHI in 31st day of March,2014, Roll No D/462/2014.
5. Verification Certificate issued under Kerala Public Service Commission (KPSC), PSN 150066406.

6. Convocation certificate From TNOU,INDIA for the achievement of Msc Psychology in 28th November,2017.

STRENGTHS:

· Positive Attitude

· Politeness

· Flexible

EXPERIENCE:

· 1 year experience in VISION SKODA (P) LTD,CALICUT as ADMIN EXECUTIVE.

· 8 months experience as Project SUPERVISOR in SWATHY SMART CARDS HI-TECH PVT LTD. CALICUT Under NPR (National Population Register)Project for ‘ADHAR’ By

UIDAI.

· 3.5 years experience in ANANDAVEDA AYURVEDIC HOSPITAL, CALICUT as

ADMINISTRATOR.

· 6 months experience in ANANDAVEDA AYURVEDIC HOSPITAL, CALICUT as CLINICAL PSYCHOLOGIST & INTRA-PERSONA RELATIONSHIP MANAGEMENT.
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DUTIES AND RESPONSIBILITIES :

· Scheduling/ Arranging Meetings

· Handling Data

· Assist in the planning ,Preparing Minutes Of Meetings

· Liaising And Coordinating With The Departmental Heads Of The Organization

· Independent Correspondence

· Preparing General Reports

· Generating, Collating And Processing Of Information And Data

· Coordinating Travel Arrangements Both Domestic And International

· Direct the general public to the appropriate staff and members

· Maintaining general filing system and file all the correspondence

· Maintain adequate inventory of office supplies

· Respond to public inquiries

· Provide word processing and secretarial support

· Assist the chief as requested

· Provide support or guidance to other administrative staff performance of tasks related to correspondence, communication, filing, word-processing, duplicating, distribution of material ,spread sheet ,document scanning and presentation of software services.

DECLARATION

I hereby declare that the above mentioned information’s are true to the best of my knowledge and belief.

BABILA.K.K.

DATE:	CALICUT
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