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Objective:

To obtain a position of Administrative Assistant and Sales Co-ordination with the Company using a positive attitude, great attention to detail and accuracy, and a desire to succeed in a fast-paced environment to make a difference in the office administrative procedures.
Areas of primary expertise:
· Management 
· Administration
· Sales co-ordination

Academic Qualification:
· Master of Business Administration
University
-
University of St.Peter’s
Institution
-
St.Peter’s Institute of Management and Technologies.
Percentage
-
65% 

Year 
            -
2009-2011
·   Bachelor of Computer Science 
University
-
University of Alagappa
Institution
-
Dr.zahir Hussain Arts College Ilayangudi.
Percentage
-
59.9% 

Year 
            -
2006-2009
· Higher Secondary Course Certificate
   University
-
State Board of School Examinations
   Institution
-
Ilayangudi Hr.Sec.School, Sivaganga.           

   Percentage
-
71% 

   Year 
            -
2005-2006                                  



·            Secondary School Leaving Certificate (SSLC)
                        University
-
State Board of School Examinations
                        Institution
-
Ilayangudi Hr.Sec.School, Sivaganga
                        Percentage
-
87.6 % 

                        Year 
            -
2003-2004

Experience:

·  Administrative Assistant and Sales Co-ordination in                            CITYCOM NETWORKS PVT LTD

·  Working experience from March-13 to November-14 
               Job Profile:

· Monitor and manage expenditures within allotted budget for the branch.
· Develop and maintain standard administrative procedures. 
· Review all invoices and make the relevant payments in a timely manner. 
· Preparing purchases for offices and approvals and Rate comparison for Purchasing.
· Maintain employee records on HR database.

· Administrative support to new joiner's & Guest for accommodation, transportation.
· Maintaining and submission of MIS Report on Monthly basis.
· Vendor Management. 
· Vendor bill submission in Accounts Dept and follow up till payments. 
· Looking after day to day office activities, record attendance and checking attendance register for off role employees.  
· Maintain staff records relating to new starters, leavers, absence for off role employees.
· Event Management, organizing meetings, conferences, making travel arrangements.
· Petty Cash Handling for branch.
· Arranging travel and accommodations.
· Managing Housekeeping team for maintaining good working conditions.
· Managing repair, maintenance & replacement of office equipments, appliances, furniture, furnishings, building, etc.
· Coordinating with front desk for bookings, courier deliveries etc.
· Support for Event Planning and Office get-togethers, parties etc.
· Managing the sales related activity of the company.
· Handling a high volume of customer enquiries whilst providing a high quality of service to each caller.
· Tracking sales orders to ensure that they are scheduled and sent out on time.
· Ordering and ensuring the delivery of service to Customers.

· Communicating with potential customers in a professional and friendly manner.

· Co ordinate with concerned department to resolve the customer technical and payment related issues.

· Make a follow up still the case get closed.

Skill Profile:

Operating Systems

:
 Window XP & 07
Packages
                        :
  MS Office

                                                              Tally ERP-9

Project
Main Project (on Jan-Apr 2011):
    Title

 :  Cost Analysis
    Company    : Deccan Finance Ltd

    Location      : Nungambakkam,Chennai , India.
Area of Interest:
· Management 
· Administration

· Sales Co-ordination
Co-Curriculum:

· Participation inters college programs. 
· Participation in State Level Football Competitions.
Hobbies:

· Playing Football. 
· Listening Music.
Personal Profile:

Date of Birth

:
11th May 1989
Sex


:
Male
Marital Status

:
Single
Nationality    

:
Indian
Languages known                   :         English, Tamil. 
Declaration:

  I hereby declare that the above mentioned information is true to the best of my knowledge.
Date:  
 
