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Objective
To work in the field of Admin Section where I can prove my skills that will contribute to work hard and support the company with the best of my effort.
Professional Profile
· Graduate and Extensive experience of 2 years in Admin and Documentation Section.
· Excellent working experienced in MS Office
· Wide background in Human Resources, Office Management as well as Excellent Vendor Relations, Coordination and Negotiation Skills.
    INDUSTRY EXPERIENCE & JOB PROFILES
Organization


:
GM Apparels India Pvt.Ltd, Coimbatore, Tamilnadu
Position



:
Import and Export Documentation of Merchandiser.
Period



:
April 2010 to December 2011
Job Responsibilities

· Prepare all data, Record keeping & documentation for Department.
· Maintaining an accurate record of goods received and goods dispatched.
· Informing management on a regular basis.
· Import and Export related support & documentation.
· Administrative and secretarial support to Managing Director.
· Manage all banking related responsibilities i.e. L/C collection, document negotiation, document correction and preparation.
· Assisting in the daily operational activities.
Qualification
BFT (Bachelor of Fashion Technology) from MG University 
Computer Skills
     Ms word, Excel, Outlook, PowerPoint , Adobe photoshop , Adobe Illustrator, Corel draw
Languages known
English, Hindi, Malayalam and Tamil.
Soft skills
· Positive attitude toward work.

· Hardworking.

· High sense of commitment and dedication.

· Ability to learn and adapt new technologies fast.

Personal Information
Date of Birth


:
12th June 1988
Marital Status


:
Married
Nationality



:
Indian

Visa Status



:
Visit Visa.
I hereby declare that the above information given by me is correct and true to the best of my knowledge. If I were placed in your esteemed concern I will discharge my duties with at the most sincerity and to your full satisfaction.
