
RESUME

REKHA SATISH
Shivaganga Splendour,
Flate No. FF3,4th Floor, ‘A’ Block,
Kuvempunagara, Doddakalsandra,
Kanakapura Main Road,
Bangalore – 560 063.
Mobile : 99867 70872
E-mail: rekha1178@gmail.com

OBJECTIVE:

Intend to build a career with a leading corporate in a hi-tech environment with committed and dedicated people, which will help me to explore myself fully and realize my potential. Willing to work as a key player in challenging and creative environments.

	EDUCATIONAL QUALIFICATIONS (10th Standard onwards)

	Examination/ Degree
	University/ Board name
	Institute/ College/ School name
	Duration (from mm/yy to mm/yy)
	Subjects studied/ Specialization
	Marks/ Rank

	S.S.L.C.
	Karnataka Secondary Education Board
	St. Ann’s Convent, Mysore
	1994/95
	
	40%

	P.U.C.
	Dept. Of Pre- University Education
	B.S.V.P. College for Women, Vijayanagar, Bangalore
	1996/97
	H.E.S.P.
	50%

	B.A.
	Bangalore University, Bangalore
	Maharani’s Art’s College, Bangalore
	1998/2000
	P.S.P
	60%



Work Experience:
· [bookmark: _GoBack]Presently I am working as an Office Assistant in CSE Department at K S Institute of Technology. (4th July 2025 to still date).
· Working as an Office Assistant in CSE Department at Dayananda Sagar Academy of Technology & Management. (2nd July 2018 to 31st June).
· working as an Office Assistant in Media & Public Relations department at Nitte Meenakshi Institute of Technology, Yelahanka, Bengaluru (7th June 2014 to 25th June 2018).
· Worked as an Assistant Executive in Knowledge Management department (Power Point, Excel & Word) at Ace Creative Learning (Jan 2011 to April 2011).
· Worked as Data Entry Operator in SVYM (Swami Vivekananda Youth Movement - NGO) and Excel Basic work since August 2011 to January 20th 2014.
· Data entry in NIANP- National Institute of Animal Nutrition and Physiology as a junior data entry in Administrative Office and Animal Nutrition Division. (1st April 2009 to March 31st 2010)
Strengths:
· Committed to deadlines and schedules
· Sharp learning curve
· Hard Working
· Zeal to learn new technology
· Innovative and self-motivated
Technical Skills:
· Learning Canva and I implementation process is going on.
· Attending one workshop on Basic Excel Formulas.
· Computer Skill: Word, Excel, Basic Photo Shop, Corel Draw
· Power Point Design Presentation.
· Typing Speed: 30 wpm, (Kannada), 35 wpm, (English)

JOB Description:
· I had been consistently learning new relevant technologies as required for the VTU Curriculum.
· I have been involved in maintain all the department records.
· Departmental activities like Academic Student List updating.
· Preparation of Time-Table, Class Taken Report.
· Students IA marks entry, Attendance entry.
· Issuing Hall tickets and Marks Cards.
· Department Files updating.
· Weekly Report preparation.
· AICTE, LIC, AISHE portal data entries.
· During internals assisting with IA coordinators.
· Department Circulars preparation.
· Library books issuing.
· Maintain office files, equipment and stationery supplies.
· NBA Files Maintaining and data filling and prepare, compile and sort documents for data entry.
· Obtain further information for incomplete documents.
· Update data and delete unnecessary files.
· Respond to requests for information and access relevant files.
· Supporting in Departmental work & activities as per the instructions from HOD.

PERSONAL PROFILE:

Father’s Name		:	Balaram S K
Husband Name		:	Satish L.V.
Date of Birth		:	11-03-1978
Nationality			:	Hindu
Languages Known		:	Kannada, English and Hindi

Declaration:
I hereby declare that all the information mentioned above is true to the best of my knowledge.


Place: Bengaluru
Date:										(REKHA SATISH)

