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Rafsal 
Mob:  0505891826 

Email: rafsal.185450@2freemail.com 
 
Personal Summary
A highly competent, motivated and enthusiastic administrative assistant with experience of working as part of a team in a busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to office managers and work colleagues. Approachable, well presented and able to establish good working relationship with a range of different people. Processing a proven ability to generate innovative ideas and solutions to problems. 
Strength and Competencies

· Strong Organizational, Administrative and analytical skills

· Excelling spelling, proofreading and computer skills

· Ability to maintain confidentially  
· Outstanding team player and have an ability to contribute to increased synergy and output as leader/member. 

· Flexible and adaptable to changes and is open to new and creative ideas of working
· Good qualitative aptitude along with excellent grasping power and zeal to learn
· An effective communicator with excellent relationship building and interpersonal skills
· Sound knowledge of computer applications including Windows 95/ 98/ XP; Microsoft Word, Excel, power point & Outlook; Internet applications; Tally 9.0 and Peachtree.
Professional Experience:
Administrative Officer:
Suhara Home Builders and Developers Pvt. Ltd, India. (9th Jan 2012 to 10th Jan 2014)
  A leading Builder Developer having presence in cities like Thrissur, Kochi, Bangalore and Chennai

Responsibilities:-
· Supervising the work of office juniors and assigning  work of them
· Handling incoming/ outgoing calls, correspondence and filing
· Faxing, printing photocopying, filing and scanning of important land deeds and documents 
· Organizing business travel, Itineraries, and accommodation for managers
· Monitoring inventories, office stock and ordering supplies as necessary
· Updating & maintain the holiday, absence and training records of staff
· Responsible for purchase orders
· Raising of purchase orders and invoice tracking
· Creating and modifying documents using Microsoft Office
· Setting up and coordinating meeting and conference
· Typing documents and disturbing memos.
· Involvement in social media implementation
· Updating, Processing and filing of all documents
· Liasoning with different government organizations to obtain licenses and approvals.
Academic & Professional Qualification 
· Bachelor of Commerce (B.Com) – Manonmaniam Sundaranar University –NOVEMER 2010
· XII STD - Ideal International Institution of Education  -MARCH 2007
Computer Skills

· Operating Systems: Windows Vista / XP/ Seven
· Applications :MS Word, Excel, PowerPoint
· Packages: Tally 9.0, Excel Accounting, Peachtree
Languages

	Language
	Read
	Write
	Speak

	English
	· 
	· 
	· 

	Hindi
	· 
	· 
	· 

	Malayalam
	· 
	· 
	· 

	Tamil
	   x
	   x
	· 


Personal Details

Date of birth
: 20 December 1989
Marital status
 : Single

Sex
: Male
Nationality
: Indian

Religion
: Muslim 

Passport Details 

Date of Issue 

: 03/01/2013
Date of Expiry

: 02/01/2023
Visa Status 
: Visit Visa
Reference
Upon your request will provide

Declaration
I do hereby declare that the details furnished above are true to best of my knowledge and belief.
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