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	Objective


 A motivated professional with over 4 years of experience in providing administrative and secretarial support to the operational department. Seeking a position in a challenging environment. 
	 Academic Profile


	Graduation

	Course 

University 

Batch

Aggregate
	BACHELOR OF COMMERCE
CMJ UNIVERSITY - INDIA
2012
66 % 


	Summary of Skills


· Office Administration, Administrative Management, Customer Service.
· Report Writing, Query Handling, Schedule Adherence, Information Management 
· Planning and Time Management, Complaints Management, Management Coordination 
· Strategic Planning,  Negotiation , Task Management , Weekly/Monthly Expense Management.
· Sound knowledge working with marketing department.
· Highly skilled in preparing routine and advances correspondences.

· Hands on experience in event planning and meeting organization.

· Possess excellent negotiations and after sales skills.

· Good all round Financial Accounting Knowledge. 

· Knowledge of Accounts Payable & Receivable processes and procedures. 

· Experience in using TALLY ERP.9 and other similar accounting systems
· Operating Systems      
: Windows 2000, XP, Vista, Seven
· Application package             : MS Office Suite
	Professional Experience


              Having 4+ years of Experience in Administrative and Operations works.
· Operations Jobs Exposure

·  Assistance to the Operation manager in planning, directing and coordinating the daily activities of the organization.

· Able to plan and monitor daily staffing schedules and adjust the same according to ensure adequate staffing levels.
· Manages the expenses and revenues to constraint the budget.
· Able to handle the responsibilities of maintaining the standards of quality control and sales level of the organization.

· Administrations Jobs Exposure
· Able to organize and accomplish a number of simultaneous projects within time constraints,

· Proven ability to work independently to efficiently complete multiple assignements.
· Capable of effective interactions with clients and staffs at all levels.

· Highly skilled in drafting documents and communications.
· Extensive experience in planning and coordinating the entire department's administrative functions
	Working Experience in Abroad


March 2013 to Present
: Operations and Administrative Coordinator
Company


: Team Safety Consultants-Third Party Safety Inspection-Dubai, UAE
Key Responsibilities


: 
· Assisting Operation manager in scheduling, directing and coordinating the daily activities of the organization.

· Preparation of Job schedule and providing mail notification to the Inspectors hence ensuring the customer is served on time

· Arranging delivery of test results/ certificates and monitoring results.

· Co ordination of the Inspectors/ drivers and equipments in the company

· Providing full secretarial and administrative support to the sales department.
· Preparation of  Purchase orders,  enquiry handling and sales quotation .
· Preparing  daily job reports and monthly summary.
· Handling departmental correspondence, documents, reports, and presentations

· Scheduling and coordinating meetings and appointments 
	 Working Experience in India


Jun. 2010 to Jan. 2013
: Admin cum Accountant
Company
: ATK Enterprises, Kerala, India
Key Responsibilities
: 

· Handling all types of petty cash needs. 
· Preparing sales invoices & the upkeep of an accurate accounts filing system.

· Preparation and input of month end journal vouchers. Inputting, matching, batching and coding of invoices.

· Responsible for financial accounts including budgets and cash-flow.
· Conducting regular business reviews of financial performance. 

·  Ensuring that information is accurately collated & entered into systems. 

· Preparation of bi-weekly invoice and expense claim payment runs. 

· Preparation of monthly balance sheet account reconciliations.

·  Inputting of supplier invoices and employee expense claims to the ledgers.

	Strengths


· Have a good belief in myself and very much confident, capable of doing all in the tasks in the field of my interest.

· Very much energetic, creative and can do attitude.
· Good all round Financial Accounting Knowledge. 

· Experience in using TALLY ERP.9 and other similar accounting systems. 

· Strong Excel Skills

· Can learn very quickly and can bring into practice what been learned.
· Good at interacting with people and have good communication skills.
	Other Activities


· Worked as a member of college ARTS organizing committee.
· Freelance dancer
· Played football as a team member of the College team.             

	 Personal Information


Linguistic Proficiency
:  English, Hindi, Malayalam &Tamil

Marital status

:  Single
D.O.B


:  19th June 1988
Visa Status

:  Employment (Transferrable)       
Hobbies

:   Playing football, listening to Music, Dancing, Browsing
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