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QUALIFICATIONS
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MKMS BUILDERS
January 2013 — February 2015
Admin Executive
Works with standard spreadsheets, databases, and word processing software packages.
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Prepares itineraries, agendas, and expense reports.
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Organize and maintain file and records.

Prepare official correspondence, coordinate and tracking functions, format correspondence, mark recommendations and handle incoming and outgoing visit request preparation, logging, and verification.

Prepares asset, liability, and capital account entries by compiling and analyzing account information.

Recommends financial actions by analyzing accounting options.

Coordinates and schedules events, conferences, meetings, travel, conference rooms, luncheons, etc.

Provide technical support and vendor interface.

Planning and scheduling projects and ensuring timely completion.

Maintain the security of confidential information.

Maintaining business/customer contact database, corporate files and business plans.

Conducting Internet research; reviewing and synthesizing information. Producing complex and professional looking PowerPoint presentations. Coordinating workflow and maintaining a productive work environment. Interacting with customers, senior-level executives, and all other levels of employees.

ICICI Bank
May 2012 — December 2012
Customer care
Maintains customer records by updating account information.

Opens customer accounts by recording account information.

Achieve assigned sales targets in order to contribute to the sales volumes / revenues.

Provide market intelligence to supervisors on a regular basis for use in formulating strategies and plans

Provide quality customer service to ensure customer satisfaction and retention

communication skills - written and verbal Accounting

planning and organizing prioritizing

problem assessment and problem-solving
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EDUCATION

INTERESTS

REFERENCES

information gathering and information monitoring General Math Skills

attention to detail and accuracy flexibility

adaptability

customer service orientation teamwork

Sincere and Dedicated to Responsibilities.

Flaccid in nature, ready to take up new challenges. Taking care of all operation & maintenance jobs.

Trained to handle Design software’s like Auto Cad, Adobe photoshop. Efficient to use Windows 8, Microsoft Office Word, Excel, PowerPoint.

	
	M.Tech in Electrical and
	03.03.2015 — Present.
	

	
	Electronic Engineering
	
	

	
	Karnataka State Open University
	
	

	
	First Semester Over
	
	

	
	
	
	

	
	
	
	

	
	B.Tech in Electrical and
	02.06.2008 — 10.07.2012
	

	
	Electronic Engineering
	
	

	
	R.P. Sharma Institute of Technology
	
	



Completed a project on dc-dc converters with high voltage gain, which is used in for the development of voltage in stand alone system.

Participated in an “INPLANT TRAINING” at NLC

Participated in many aero-modeling competitions involving construction of gliders using balsa wood.

Gained exposure to the power generation, transmission and their maintenance

	Biology in High school
	03.06.2007 — 04.04.2008


Krishnasamy Memorial Matriculation Higher Secondry school
Project on Rocket Jet.

Project on Neyveli Lignite Corporation

Zonal level Runner up in "MATHS QUIZ" competition

Admin Executive

Accountant

Supervisor

Customer care

References available upon request.
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