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CAREER SUMMARY :

A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment. Possessing a 'can do' attitude and willingness to take on routine but essential tasks and looking to develop career with a leading company.

Now looking for a suitable Administration Assistant position that offers lots of opportunity for career development and also makes best use of my existing skills and experience.

WORK EXPERIENCE : 
Organization:
·  RevenuemedPvt, Ltd Techno Park, Trivandrum, India.  Role: Circulation Desk Associate. Period: June15, 2006- Feb 4, 2012.
· UST Global Technologies Pvt, Ltd Info Park, Cochin, India. Role: Senior Process Associate. Period: Feb 13, 2012- August 15, 2014.

DUTIES: 

· Helping with the smooth running of the office by screening incoming calls, managing the post and email, greeting visitors and other general administrative and secretarial duties.
· Providing secretarial services such as minute taking, WP and diary management. 

· Ensuring office procedures and systems operate efficiently.

· Handling requests for information and data.
· Circulating documents via post and email. 

· Scanning and copying contracts, notes and other documents. 
·  Monitoring inventory, office stock and ordering supplies as necessary.
·  Updating, processing and filing of all documents.
· Coordinated programs for Event Management for the staff . 
·  Handling incoming / outgoing calls, correspondence and filing.
AREAS OF EXPERTISE: 
               Data Base Management, Office Procedures, IT Skills, Customer Service, Reception Support, Minutes Making, Filing.
ADMINISTRATIVE ABILITIES:
· Maintaining an electronic and hard copy filing system.
· Coordinating and arranging repairs to office equipment.
· Comprehensive knowledge of Microsoft Word, Outlook, Excel and Access.
· Scheduling meetings and preparing agendas for them.
· Effective organizational skills.
· Resolving administrative problems.
· Supervising other clerical staff.
· Conducting research on behalf of managers.
· Scheduling and delegating administrative tasks.
· Creating presentations and writing up reports.
· Ability to type at 40+ wpm.
 PERSONAL ABILITIES:
· Attention to detail.
· Punctual and reliable.
· Can work without supervision.
· Ability to cope and work under pressure.
· Good written and verbal communication skills.
· Able to work as part of a team. 
· Ability to multitask and manage conflicting demands.
· Ability to prioritize tasks.
 ACADEMIC QUALIFICATIONS: 

· I.C.S.E, Delhi at IJHS , Kollam Kerala , India – 1999. 

· PDC (Commerce) Kerala University at FMNC , Kollam Kerala , India -2001.

· Bachelor of Commerce(B.COM)Kerala University at FMNC , Kollam Kerala , India -2005.
 PERSONAL DETAILS:
· Date of birth 
:
7th February 1983. 

· Sex 
:
Male.

· Marital Status 
:
Single. 

· Nationality 
:
Indian. 

· Languages known                         :     English, Hindi, Malayalam.
DECLARATION:

I hereby declare that all the information furnished above is true to the best of my knowledge and belief.

