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  Career  Objective

                    Desire a position that will allow me to use my skills in the field of communication and administration in an organization that provides a balanced work-life environment.


Work Experience
                 Admin coordinator at Peace Public School KOTTAKKAL, Kerala – India .
Duration: JUN 2012 – NOV 2014 (2.5 years)
         Duties and responsibilities:
· Supervise and coordinate activities of teaching and non-teaching staffs.
· Review and answer correspondence.

· Processing of applications & requests.

· Administer salaries and work out leave entitlements.
· Managing Pay roll etc.

· Prepare annual estimates of Expenditure, maintain budgetary and inventory

Controls and make recommendations to management.
· Organize business itineraries, travel arrangements, conferences, meetings and social functions.

· Preparing Day books.

· Provide and maintain School premises and other facilities including machinery, Learning and Teaching Materials.

· Order stationery and office supplies.

· Issue of circulars as and when needed.
· Provide information regarding the school’s curricular improvements, efforts
Towards authentic assessment, the school’s philosophy of inclusionary practices, etc.

· Supervising the work of office juniors and assigning work for them
· Crew Handling Co-coordinator for Saudi Ground Service (SGS) during the Hajj operation 2011 at KAIA, Jeddah. (Sep 2011-Jan 2012) (4 months)
·  Operations supervisor  at Air India Flight Operations  Dept. (FLIGHT DISPATCH) at Calicut International Airport

            JUNE 2010 – SEP 2011 (1.6 years)
Duties:-

· Preparing flight folders.

· Managing cockpit and cabin crew roasters.

· Sending aircraft movement message.
·  Supervising the work of office juniors and assigning work for them. 
· Faxing, printing, photocopying, filing and scanning. 
· Managing transport and accommodation of managers and crews.
·  Monitoring inventory, office stock and ordering supplies as necessary.
 Related Skills
·  A highly competent, motivated and enthusiastic aspirant with experience of working as part of a team in a busy office environment

·  Efficient and accurate administrative support to office managers and work colleagues.
· Having good communication skill in English and Malayalam.
· Can read, write and understand Arabic and Hindi.
· Knowledgeable with clerical tasks and time management.

· Communicate well with different personalities; serve with guests and clients with warmth and diplomacy.

· Effective and knowledgeable in working with cultural differences.

· Well-versed in Windows, Microsoft Office.

Academic Qualifications

· BSc Mathematics from Calicut University, Kerala INDIA (2006-2009).

· HSC-  Higher Secondary Board of Education, Kerala - India
· SSLC -  Board secondary education, Kerala– India


Professional Qualifications

1. IATA/UFTAA Foundation Level 1&EBT course from Montreal, Canada(Speed Wings Academy of Aviation -2009-2010)

2. Diploma in Airline Ticketing& Tourism Management (2009-2010)

3. Diploma in Airport Handling Management (2009-2010)

4. Diploma in Cargo

5. Ms Office.
    Personal Particulars
          Age & Date of Birth                   27, 01 FEB 1987.
           Religion                                      Islam

           Gender                                        Male     
           Marital status           

   married
           Height                                         173 cm

           Weight                                         70kgs
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