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RESUME                                                                    

Career Objective:
To be part of a progressive organization and pursue a challenging career that gives scope to put my skills for the growth of the organization and enhance my knowledge to reach the Pinnacle in this field with sheer dedication and high endeavor.
Educational Qualifications:
· B.tech 2010-14 in FIRST DIVISION 
· Intermediate with math’s in 2008-10 in FIRST DIVISION.

· Secondary School in 2007-2008 in FIRST DIVISION.
Technical Skills:
Accounting Packages

:  MS office
D.C.A



: Diploma in Computer Application.
Work Experience:
                                                                                                                        Assistant administration
                                                                                                                        May 2014 to till now
· supervise and coordinate activities of staff 

· interview job applicants 

· conduct orientation programmers for new employees 

· administer salaries and determine leave entitlements 

· be involved in staff training and development, preparation of job descriptions, staff assessments and promotions 

· prepare annual estimates of expenditure, maintain budgetary and inventory controls and make recommendations to management 

· maintain management information systems (manual or computerized) 

· locate suitable business premises and negotiate reasonable leasing agreements 

· provide and maintain business premises and other facilities, including plant machinery and equipment 

· review and answer correspondence 

Management Reports
· Preparation of cash flow statements.

· Preparation of weekly & monthly management accounts, performance/ profitability reports.  

· Preparation of Operational/Financial reporting & on demand reports of various natures. 

· Extract data from existing systems, analyzing using MS Excel & presentation using MS Excel, PowerPoint.

· Preparation of Reporting formats with better presentation. 

Personal Skills:

· Young, Enthusiastic, eager to work under pressure with great responsibility
· Maintains 100% accuracy with multi tasking capability driver by speed
Hobbies:

· Reading News online for latest updates from around the world

· Regular workout at gym for physical and mental growth

· Playing cricket and reading different books

Personal profile:
Age / Marital status

:
22 (D.O.B: 13-10-1992) / Un Married
Nationality 


:
Indian

Languages known

:
English, Hindi, Telugu

Visa Status


:
Visit Visa Dubai, UAE
Notice period


:
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