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      DEEPA

( deepa.218264@2freemail.com 
Personal Data
Date of Birth     : 27.04.1991
Language           : English, Tamil,
Visa Status:   visit
Expiry date:  Dec 29



Curriculum Vitae
 OBJECTIVE
                To work as an office admin and help seniors to solve their day to day problems by managing the routine activities.

Computer Skills
· Diploma in Automation.
· (MS Office, Word, Excel, PowerPoint, Tally 9.0, payroll)

· Proficient in basic use of computer.
· Internet savvy.

Employment and work experience
     Indusind bank ltd. 2014 from 1 year as office admin.

· Cash handled

· Bank deposit

· Cibil score checking

· Mail checking and reply

· Registration certificate applied

· Customer interaction with office

· Meeting support
     Shriram city union finance ltd. 2015-2017 from 2 year as admin and              Two wheeler marketing executive.

· Research all clients loan discrepancies, and act accordingly, consistently attaining 95%+ customer satisfaction
· Kyc and all details are verified.

· Customer satisfaction and developed company goals.

· Documents prepared.

· Month end report prepared.
· Quotation prepared

· Submit and reconcile expense reports

· Act as the point of contact for internal and external client.
Duties and Responsibilities Handled
· Responsible for all aspects of the day to day running of the filing, copying, report writing, and invoicing jobs.
· Responsible to handle the telephone enquiries.
· Make daily work plan of seniors with proper timing.
· Provide general information of the customers.
· Filing corporate documents, records.
· Manage the document in proper way.
· Handle all the other responsibilities related to the job.
· Organize and schedule appointments

· Raising purchase orders, expense claims and arranging invoices

· Responsible for stationery acquisition including periodicals and subscription

· Promoting a professional image of company

· Making an appointment and arranging travel and accommodation

· Maintaining and enhancing the working environment of the department

· Possess excellent verbal and written skills, personable, and friendly.
Academic Qualification
	Qualification
	Institute
	Academic year
	percentage

	SSLC
	SYED AMMAL HIGHER SECONDARY SCHOOL
	2007
	60%

	HSC
	SYED AMMAL HIGHER SECONDARY SCHOOL
	2009
	55%

	UNDER   GRADUATE
	SETHUPATHY GOVERNMENT ARTS AND SCIENCE COLLEGE
	2012
	60%

	POST  GRADUATE
	CAUSSANEL COLLEGE OF ARTS AND SCIENCE
	2014
	70%

	PILOSOPHY
	MARY MATHA COLLEGE OF ARTS AND SCIENCE
	2017
	72%


Declaration

               I declare that the above information is true to the best of my knowledge.

Place:
                                                                                                                       Yours faithfully

Date:                                                                                                                            
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