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	Objectives

To become an efficient employee of a dynamic and progressive organization where my knowledge, qualifications, and enthusiasms can be implemented and utilized to contribute towards the growth of the company and achieve my desired goals.

	

	
· BBA- BACHELOR OF BUSINESS ADMINISTRATION
                                                ( Mahatma Gandhi  University, Kerala, INDIA) 
· PERSUING MBA IN HR


	· Schooling- Commerce Group,  Board of Higher Secondary Examinations ,Kerala, India

	

	

	Computer Proficiency

· MS Office and MS Excel.
· Well Conversant with internet and email operations.




	

	
	

	
	

	Worked as Administrative assistant in C.A. Antony & Sons (July 2014 – March 2015)


	

	· Assist the administration on the day-to-day operations of human resources functions and duties, maintain and organize employee records and might answer questions related to employees. 

· Handled administration, office management, public relations and related duties in the organizations mentioned above; ensure smooth functioning of departments in managing daily transactions.

· Attendance record monitoring.

· Making memos/letters.

· Manage, organize and update files, records, correspondence, charts and reports – Performed HR office services such as:  filing documents, printing reports and documents, stocking of equipment and supplies. 

· Set up meetings and interview schedules as part of recruitment process – Received applicants and guided them, functioning as company representative. 

· Maintain rapport and professional relations at all times with colleagues, clients and senior management. 




	

	

	
	
	

	Nationality 
	:
	Indian


	
	
	

	Date of Birth 

Marital  Status                                                
	:
:
	19.01.1992
Single

	
	
	

	
	
	

	Languages known

	:
	English and Malayalam.


Visa Status              :      Visit Visa[image: image2.png]
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OBJECTIVE





Strengths





Excellent  Communication Skills 


Excellent Customer Service Skills 


Can deal with multicultural clientele


Multitasking abilities & meets deadlines 


Strong organizing and coordination skills 


Goal Oriented – Result driven – Flexible


 interpersonal and administration skills.


Can win the love, confidence and trust of all around easily.





Qualifications 





Computer                                                  


 Proficiency





Experience
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