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Email:   sreejith.ame@gmail.com

OBJECTIVE:

I would like to have an opportunity to contribute to the continuous growth and profitability of the organization by leading efforts through my knowledge and management skills.

PROFESSIONAL EXPERIENCE
· HOME LINKS BUILDERS AND DELELOPERS: (A leading construction                              company in Kerala)

     Designation:    Administrative Assistant cum Secretary   (Sept 2011 to Feb 2015)     
Job Profile: 
· Under direct supervision, provides general administrative support to a department.

· Perform routine clerical functions like copying, sorting, filling and typing, sets up maintains varied office files, logs and records office activities.

· Answer, screens and routes incoming calls messages, respond to routine questions.

· Maintain supervisors calendar schedules meetings and recurring events.

· Help supervisor and department prepare presentations edits, prints other basic formatting functions.

· Coordinates with suppliers for the purchase of office stationery and office goods.

· Provides administrative support to all employees such as printing scanning and faxing of documents.

· Replies to e-mails and provides required information by the clients.

· Supervises the upkeep of the office.

· General accounting like distribution of daily and monthly salaries, making monthly accounting statement. 

· Has performed the secretarial, receptionist, cashier,  PRO and administrative assistant and responsibilities.

· Prepares payments by verifying documentation.

· Maintains Customer confidence and protects operations by keeping financial information confidential.

EDUCATION

	Courses

	University


	Year of Passing

	Bachelor of   Business Administration    (BBA)
	Annamalai University 
	      2013

	Aircraft Maintenance           Engineering
	                DGCA
	2011

	     Plus Two
	Board of Higher Secondary Examination,  Govt of Kerala
	2008

	SSLC
	Board of Public 
Examination, Govt of  Kerala
	2006


COMPUTER PROFICIENCY

DCA (Diploma in Computer Application)
MS Office, MS Word, Excel, PowerPoint, and Internet.
Efficient in Manual Preparing:  "LOGARITHMIC CAR" (short note on Airworthiness Requirement Vol I & II).

PERSONAL DETAILS
Date of Birth

:
08 April 1990 

Marital Status

:
Single
Citizenship


:
Indian
Language Known

:
English, Hindi, Tamil & Malayalam
Visa Status


:
Visit Visa

DECLERATION

I Hereby declare that the above given particulars are correct to the best of my knowledge and Belief.
DUBAI
April 2015  









     Yours faithfully,
                                                                                                                   Sreejith.MS
