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PROFILE

Highly-organized and detail-oriented professional in Customer Support & Management with over 2.9 years’ experience providing thorough and skilful administrative support to senior executives. 
ACADAMIC QUALIFICATION

Masters of Business Administration                                                                                                       
    2010-2012
Institute attended – Institute of Management in Kerala, Kerala University, India

Bachelor of Business Administration      





                                 2006-2009
Institute attended –University Institute of Technology, Kerala University, India

PROJECT DONE

· Organization Study at KTDC, TVM. 

· A study at Muthoot Securities, on Trading Mechanisms. 

· Organization Study at Milma, Trivandrum Dairy.
· Undergone two months Project study on the cost effectiveness at HLL Lifecare LTD, Peroorkada, Trivandrum.

EMPLOYMENT HISTORY 
Finance Ltd – Trivandrum, India  


              

Worked As Junior Executive 
                                                                                      Nov 2012- June 2014

The company is a Non Banking Financial Company (NBFC). It is the largest private sector financial service provider in India and has joined the Global Growth Companies community of world economic as one of the fastest growing firm having more than 4000 branches in India and abroad.

Duties and responsibilities
· Ledger keeping, preparation of bank reconciliation reports, issuing debenture.
· Pledging of gold for cash, appraisal of gold, verification and filing of concerned documents.
· Counting of cash, managing cash inflow and outflow, cash management.
· Generating leads and meets the customers to achieve the target of NCD and several third party products.
Achievements:
· Actively participated in the NCD during the issue and achieve the target given. 
Sagara Graphix Ltd – Trivandrum, India

Worked As Executive Administrative Assistant                                       May 2009 – July 2010                                                                 
One of the leading designing studio in India, provided with graphics, title animations, editing, designing, photography, videography, mug printing press, TV program & cam rent.
Duties and responsibilities

· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Maintains executive's appointment schedule by planning and scheduling meetings, conferences, teleconferences, and travel.

· Represents the executive by attending meetings in the executive's absence; speaking for the executive.

· Welcomes customers by greeting them, in person or on the telephone; answering or directing inquiries.

· Maintains customer confidence and protects operations by keeping information confidential.

· Completes projects by assigning work to clerical staff; following up on results.

· Prepares reports by collecting and analyzing information.

· Secures information by completing data base backups.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

computer Skills

· Tally, Windows software installation and maintenance. 
· MS Office: Word, Excel, and PowerPoint.
HOBBIES
· Playing Cricket

· Listening to Melodies

· Browsing Internet

Linguistic details
· English 
· Hindi       
·  Malayalam

PERSONAL DATA
Date of birth


 : 19-03-1988

Gender



 : Male

Marital Status
                              : Single

Nationality 

               : Indian
Declaration

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


