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PROFESSIONAL SUMMARY

Proactive, highly skilled administration professional with four years’ hands-on experience in diverse office environments. Knowledgeable in current industry trends and technology. Experienced communicator and team player.
Documented success using MS Word, Excel and PowerPoint
SKILLS


Strong IT, database and communication skills 
Experience with document control packages 
Excellent interpersonal skills and a professional telephone manner 
Utilizing a range of office software, including email, spreadsheets and databases 


Proven decision making skills Able to react quickly and 
effectively when dealing with challenging situations 
Assisting departments with queries on documentation requirements & submissions 
Proactive problem solver who is good at thinking “out of the box” 
WORK HISTORY

Secretary cum Document Controller
Belhasa Eng & Const. Co. LLC Engineering & Cont December 2014 to current
Project Documentation Management 
DMS (Document management system) document controlling Self-Correspondence (comply with regulations) 
Receive, transmit and distribute documentation 
E-mail correspondence, transcribing and tracking reports 
Preparing of the Daily, Weekly and Monthly progress reports Handling Over the Site Accounts/ DO/MTO/LPO 
Account management and payroll 
Estimation Coordination (Quotation) with reliable data Admin Management, with all office operations 
Dealing with general office routine works, maintaining the log schedule and registering incoming & outgoing materials 

Administrative Executive cum IT Support
Inventure Metal Products LLC
October 2011 to October 2014
Server Configuration 
Troubleshooting of Network Problems Managing Security Systems 
Troubleshooting of Printers and Faxes 
Installation & Formatting of all type of Computers Install and update antivirus definition 
Solving Internet Problems & Its applications 
EDUCATION

	Bachelor of Commerce
	2009


University of Calicut
Calicut, Kerala
CERTIFICATION

Cisco Certified Network Associate (CCNA) Microsoft Certified Professional (MCP) 
Tally, Peach tree & My OB (Accounts) 
LANGUAGES

English, Hindi and Malayalam 
	PERSONAL INFORMATION
	

	
	

	Date of Birth: 27th August, 1987
	Nationality: Indian

	
	Marital Status: Married

	Visa Status: Employment Visa
	Religion: Islam


