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SUMMARY
An administrative professional capable to develop and implement strategies, policies and programs that relate to the management of an organization.
OBJECTIVE
Desire an administrative position in a reputed organization with an aim to handle the company’s administrative functions in a professional manner.
EXPERIENCE
· Administrative Officer at Banker's Quotient Academy 
June 2014 – March 2015 (10 months) 
Coordinates daily activities and office services, such as personnel, budget, and records management control. Responsible for the procurement of supplies, maintenance of inventory records, reviews purchases, vouchers and other financial documents. Reviews and recommends technological and procedural changes to ensure compliance with policy and improve work processes. Enters and manipulates data and information in word processing, spreadsheet, and database applications by creating word processing templates and form letters or tables. Maintain web site/ pages.
· Co-ordinator at Banker's Quotient Academy 
May 2013 – June 2014 (1 year and 1 month) 
Payroll Management, Facility Management, Administration, Event Management Infrastructure development, Quality management, other generic HR function
· Assistant Manager at Jaro Education Ltd 
January 2013 - May 2013 (5 months) 
Business development, Market Research, Marketing & Sales, Customer relationship management, Counseling
ACADEMIC PROFILE
· Master of Business Administration (MBA-HR & Marketing) at RVS Institute of Management Studies under Anna University Chennai with First Class in 2013 
· B.Tech – Information Technology from Paavai Engineering College under Anna University Coimbatore with 7.2 CGPA in 2011. 
· Higher Secondary School Education from Nanminda Hr.Sec.School with 84% in 2007. 
· Secondary School Education from Nanminda High School with 87% in 2005. 
PROJECT
Post-Graduation (MBA)
· 6 Months Project in Jaro Education on “Perception of working professional towards B-school in reference with Jaro Education.” 
· Four weeks internship at Tamarind Builders Pvt Ltd on organization structure and functioning. 
Under Graduation (B Tech - IT)
· Six months project in Paavai engineering college on Vision Based Deep Data 
Extraction. 
AREA OF INTEREST
· Administration 
· Human Resource Management 
· Education Management 
HONORS AND AWARDS
1.  Emerging Leader Award
Coimbatore Management Association (CMA), June 2012
LANGUAGES
English
(Full professional proficiency)
Hindi
(Full professional proficiency)
Malayalam
(Native or bilingual proficiency)
Tamil
(Native or bilingual proficiency)
COMPUTER SKILLS
	
	Operating System : Windows XP,Windows 7,8

	
	Miscellaneous
	: MS Office, Outlook, Adobe Photoshop ,Corel Draw


CERTIFICATIONS
BULATS (Business Language Testing Service)
Cambridge English Language Assessment
CO-CURRICULAR ACTIVITIES
· Presented a paper on e-commerce which was conducted by Tamilnad Mercantile Bank and won third prize. 
· Won third prize in debate at Paavai engineering college 
EXTRACURRICULAR ACTIVITIES
· Acted as a coordinator  in conducting best manager event in symposiums 
· Attended programs conducted by NEN (National Entrepreneurship Network) 
PERSONAL DETAILS
Date of Birth
: 10th Jan 1990
Nationality
:  Indian
DECLARATION
I hereby declare that the information’s furnished above are true to best of my knowledge.
