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        To work as an Administrative Coordinator at Acme Inc. Bringing ability to accomplish major objectives and assignments along with exceptional budget management skills. 

ACADEMIC RECORD:
Bachelor of Science – B.Sc.,(Maths)
2007 - 2010
TKG Arts College, 
Vridhachalam, Cuddalore Dist.
Marks secured : 55%
HSC (+2 – Maths, computer science)- state board
2005-2007
Govt Boys HSS,
Podakkudi,

Thiruvarur (Dist),TamilNadu.
Marks secured : 60%
S.S.L.C (10th STANDARD) – STATE BOARD 
2004-2005
Manba ul ula  H.S.S, 
Koothanallur,

Thiruvarur (Dist),TamilNadu.

Marks secured : 71%
COMPUTER ADROITS:
Package
 :    MS Office (Word,Excel,Access,PPT)
                                 Adobe , Corel Draw, Outlook & Other software



	Personal Profile:
Date of Birth


      : 02.07.89
Age                       : 25 years
Gender

      : Male
Nationality

      : Indian
Religion                : Muslim
Marital Status       : Single
Hobbies               :Football,

                        Cricket,Badminton
Languages Known  :  English and                                            Tamil
ASSETS

· Effective leadership and   organizing skills
· Sense of creativity, Problem       solving and decision making abilities

· Work commitment, initiative and high self esteem

	SKILLS :
-Good Computer Speed Excellent MS Office & Other Software  

-Office management. 
-Administrative support.
-Report writing.
-Strong organizational, administrative and analytical skills. 
-Excellent spelling, proofreading and computer skills. 
-Ability to maintain confidentiality.
-Excellent working knowledge of all Microsoft Office packages.
-Ability to multi task and manage conflicting demands. 
-Ability to type at least 60+ wpm for Excel & Ms word.
EXPERIENCE:

· Working in S3 Traders-Chennai                                           (1st Dec 2014-till 
·  Senior Office Clerk
· Compile, copy, sort, and file records of office activities, business transactions, and other activities.

· Complete and mail bills, contracts, policies, invoices, or checks.
· Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers
· Review files, records, and other documents to obtain information to respond to requests.
· Process and prepare documents, such as business or government forms and expense reports

· Type, format, proofread and edit correspondence and other documents, from notes or dictating machines, using computers or typewriters.
· Numerical ability and data entry skills

· End to end payroll processing & Salary Slip in Excel.

· Previous Working in Sanriya Engineering Services –Chennai      (12th Oct 2010- 24th Nov 2014)-         Total Exp- 4.2 years.
· Admin Coordinator-HR Dept 

· Support the human resource department in performing employee performance evaluation and calculation of incentives and appraisals



· Issue appointment or increment letters, employment certificate, salary slips and accept leave applications, resignation letters at the discretion of the management.
· Process Invoices, Vouchers and Purchase Orders.
· Tracking Invoices, Special Orders, Requisitions, Purchase Orders and cost control in SAP
· Consistently provide support and training as the departmental records coordinator and administer the Records Management Program
· Maintained computer records of grants awarded to staff
· 
Maintained office equipment and supply of general stationery, and ordered repairs and servicing of machinery as required.
· Key in, check over, proofread and finalize letters, reports, statements, invoices, forms, presentations and further documents, from notes or Dictaphone, using computers.
· Open, sort, and distribute incoming correspondence, including faxes and email.
· File and retrieve corporate documents, records, and reports.
· Good Excel Entry Accounts & Other Documents.
· Previous Working in Global Industrial Force-Chennai Adyar                                                                                              (2nd June 2010-10th Oct 2010)-                                           Total Exp -4 months
· Assistance Officer
DECLARATION: 

               I hereby assure that the above information is true and I will prove to be worthy of your confidence and satisfaction.
