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RESUME
CAREER OBJECTIVE
Seeking a respectable position in the organization and looking forward to take an opportunity to handle challenging assignments to excel my true potential and drive the team and company in achieving the goal.
WORK EXPERIENCES

    March 2013 to December 2014,ALPES Projects, New Delhi

Administration Officer 

· Maintain all office systems in accordance to the prescribed standards in order to ensure smooth functioning at all times.
· Maintain records and file data according to category

· Handle customers on telephone and in person with queries and problems

· Communicate with management,staff,suppliers and customers to ensure a pleasant work environment

· Oversee payroll systems to ensure smooth running

March 2008 to May 2011,RR Donnelley outsourcing India Pvt.Ltd,Technopark, Trivandrum
Senior Financial Associate

· Performs regular standard tasks but with an opportunity to vary work sequencing.
· Responsible to log all errors identified at the quality review stage and also give constant feedback to the entry level associates
· Adaptable to learn new processes, concepts and skills.
· Accountable for customer satisfaction and providing high quality service.
· Provide effective on the job training to the newcomers
· Be a team player by providing required inputs on time to enable the team to process the task efficiently.
ACADEMIC QUALIFICATION
	Course
	University
	Subjects
	Duration
	%

	MBA
	ICFAI
	Finance & Marketing
	2008
	5.93(cgpa)

	B.Com
	Mahatma Gandhi
	Computer Applications
	2006
	61

	Plus-Two
	Board of Higher Secondary
	Commerce
	2003
	64

	SSLC
	Board of Kerala
	
	2001
	56


INTERNSHIP PROJECT
MetLife India Insurance Company. March 2007 to June 2007
The project was done to analyze the customer perception towards Unit Linked Insurance plan Offered by the company.

As a trainee my job was to recruit a financial advisor and sell insurance product. And I successfully recruited 3 financial advisors and sold Rs.1lakh insurance policy.
AWARDS & HONOURS
· Received an appreciation letter and job offer letter From MetLife Insurance Company during Summer Internship Project.
· Awarded best employee of the month of January 2014

· Awarded most promising employee of the month September 2010

· Awarded Spot award of the month June 2010
COMPUTER SKILLS
· Well versed in working with computer
· Computer applications and Internet
HOBBIES

· Listening to Music
· Interacting with people

· Cooking
PERSONAL STRENGTHS
· Good Listening Skill

· Passionate to learn and explore new things

· Ability to work within a team

· Ability to adapt to any situation and learn from it

· Positive Attitude and Work oriented

PERSONAL INFORMATION
   Nationality           : Indian
Languages Known: English, Hindi& Malayalam
  Marital Status         : Married
Visa Status             : On Visit
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