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	Anto 
E-mail: anto.130835@2freemail.com 
	  

	I am qualified HR Officer professional, more than 3 years, who has effectively responsible for maintaining and improving all of the HR related Works.

 I look forward to working in your esteemed organization and contribute to the growth of your company. I would like to state that I have done my MBA with dual specialization in Human Resource and System. My experience in the relative field, apart from my man management skills shall prove to be valuable for your organization.

	Strengths

	· Highly organized and flexible 
	· Time Management

	· Team Work
	· Good Communication skills

	· Ability to follow oral and written instructions.
	

	· Ability to communicate effectively.
	


	Education

	

	Bachelor of Science (Computer Science)
	

	Master of Business Administration (System/HR)
	

	
	

	Additional Education

	· Diploma in computer Hardware  (DCH)
· Microsoft Certified Professional (MCP) 
· Microsoft Certified System administrator (MCSA)

· Cisco Certified Network Administrator (CCNA)

	Career Snapshot

	
	

	TIKONA Pvt Ltd, INDIA
	Jun 2010 – May 2011

	HR and Administration Officer
	

	
	

	Polaris Software lab ltd , India        
	July 2006 – May 2008

	HR – coordinator,
	


	Computer Skills 

	· OS: Windows Server (2008, 2003, 2000, NT 4.0), Windows (7, Vista, XP, 2000, ME, 98/95), DOS.
· Software: C, C++, j2EE, Visual basic, Oracle, DBMS.

· Other Tools: Adobe Photoshop 7, MS Office 2003/2007, HTML, Tally


	Duties and Responsibilities:

	1. Oversee all aspects of general office coordination.

2. Maintain office calendar to coordinate work flow and meetings.

3. Maintain confidentiality in all aspects of client, staff and agency information.

4. Monitor and assist with maintenance of the organization’s website.

5. Interact with clients, vendors and visitors.

6. Answer telephones and transfer to appropriate staff member.

7. Open, sort and distribute incoming correspondence, including faxes and email.

8. Sign for and distribute UPS/FedEx or similarly delivered packages.

9. Prepare responses to correspondence containing routine inquiries.

10. Perform general clerical duties to include, but not limited to, bookkeeping, copying, faxing,

      mailing and filing.

11. File and retrieve organizational documents, records and reports.

12. Coordinate and maintain records for staff, office space, telephones, parking, company debit

       card and office keys.

13. Coordinate and direct office services, such as records, budget preparation, personnel and

       housekeeping.

14. Create and modify documents such as invoices, reports, memos, letters and financial

      statements using word processing, spreadsheet, database and/or other presentation

      software such as Microsoft Office, QuickBooks or other programs.

15. May conduct research, compile data and prepare papers for consideration and

       presentation to the Executive Director, staff and Board of Directors

16. Set up and coordinate meetings and conferences.

17. Prepare agendas and make arrangements for committee, Board or other meetings.

18. Interact with the organization’s Board of Directors.

19. Attend Board, committee meetings or other meetings as requested in order to record

       minutes.

20. Compile, transcribe and distribute minutes of meetings.

21. Make travel arrangements for staff, board and volunteers.

22. Collect and maintain inventory of office equipment and supplies.

23. Research, price and purchase office furniture, equipment and supplies.

24. Arrange for the repair and maintenance of office equipment.

25. Support staff in assigned project‐based work.

26. May supervise volunteers and other support personnel.
Personal Details
Polaris Software lab ltd , India        
   Manage and maintain executives' schedules.
* Prepare invoices, reports, memos, letters, financial statements and other documents, using 
   word processing, spreadsheet, database, and/or presentation software.
* Read and analyze incoming memos, submissions, and reports in order to determine their  

   significance and plan their distribution.
* Open, sort, and distribute incoming correspondence, including faxes and email.
* File and retrieve corporate documents, records, and reports.
* Greet visitors and determine whether they should be given access to specific individuals.
* Prepare responses to correspondence containing routine inquiries.
* Perform general office duties such as ordering supplies, maintaining records management   

    systems, and performing basic bookkeeping work.
* Prepare agendas and make arrangements for committee, board, and other meetings.
* Make travel arrangements for executives.
Other duties of administrative assistant: 

· Maintaining the firm’s website 

· Maintain a calendar and co-ordinate the workflow and meetings 

· Supporting the staff when assigned 

· Giving orientation for new employees 

· Helping and coordinating a support personnel 

· Arranging commutation for staff 

· Maintaining a leave log 


	

	

	Personal Details

	 Nationality

 : Indian

 Date of Birth
             : 3rd June 1985.

 Marital Status 
 : Single
 Languages

 : Tamil, English and Malayalam
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