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Professional Summary


· Over 4 years of combined experience in the areas of Administrative functions
· Holding a Bachelor Degree in Commerce, B-com_Computers
· Well versed in MS Office and basic windows operating applications
· Taking commercial decisions & working independently and team building
· Can work under pressure and meet deadlines
· Have excellent communication & interpersonal skills
	Work Experience


October 2012 to March 2014 - Administrative Officer 





         Podur Infrsturcture company, Bangalore - India 


Job Profile

· Reporting to the Managing Director on Administrative Analysis

· Respond to all client queries, ensure timely and effective problem-solving of all issues 
· Approaching new clients and Cross Selling 
· Processing Sale Deed Agreement for the booked properties
· Account reconciliation and manage reports on daily basis
· Processing payment vouchers on premium receipt
· Visiting sites and to ensure customer satisfaction as per the requirement
November 2010 to May 2012 – Research Analyst





         Crederity Trust Matters Company, Bangalore – India
          Job Profile
· Prepare data base of crime activity from all news papers

· Maintaining daily data base reports

· Background verification for employee’s benefits from different sources

· Generating the reports to prepare work schedule

· Resolve escalated customer issues
· Prepare regular reports and summaries of accounting activities
	

	


	Academic Qualification 


Bachelors in Commerce
:
Sri Kuvempu First Grade College
(Computers)
Personal Profile

Date of Birth


:
31st Dec 1983
Nationality


:
Indian

Religion


:
Islam
Marital Status


:
Married
Declaration


:         I hereby declare that the above furnished details are true





and correct to the best of my knowledge and belief 
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