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OBJECTIVE
To be associated with Organization that provides scope to enhance knowledge And skills in accordance with the best global practices and methods.

KEY STRENGTHS
· Exceptional team building skills. 
· Ability to accustom with the changes and be a good team player. 
· Dynamic, energetic and self motivated. 

ACADEMIC CREDENTIALS
· M.B.A (Human Resources With Marketing) from JJ college of engineering and technology, Anna University, trichy (Tamilnadu) with 80% aggregate during 2008-2010. 
· B.com (CA) from Ananda arts and science college ,Devakottai, Azhagappa University, karaikkudi , with 80% aggregate, during 2005-2008. 
· HSC from Govt higher secondary school Avudaiyarkovil, (Pudukottai Dt), with 60% aggregate, during 2003-2005. 
· SSLC from Govt high school Okkur (Pudukottai Dt), with 75% aggregate, during 2003. 

SKILL SUMMARY
Software Proficiency:
Operating System
: Windows 7&8,XP
Packages
: Tally 9.0, Ms-office.

PROJECT PROFILE
MBA Final year project
Title
: STUDY ON EMPLOYEE WELFARE MEASURES
Industry
: ASHOK LEYLAND
Place
: Chennai
Duration
: 60 days

EXPERIENCE DETAILS:
WORK EXPERIENCE IN SINGAPORE (1):
· Worked with LITLE MORE HOUSE OF ELECTRONICS IN SINGAPORE 
From 20-07-20013 to 20-10-2013. Designation: Administrative Manager 
Job nature:
· Dealing with customers through mail & phone and collecting PRs (Purchase Request). 
· Preparing Technical Evaluation report to customers. 
· Preparing Quotations of the Goods required by the customers. 
· Receiving POs (Purchase orders) preparing shipment to the customers. 
· Maintaining all the records with dedicated files and Database. 
REASON FOR LEFT THE JOB:
UNDERWENT FOR APPENDICITIS SURGERY
Work Experience(2)
· Worked with MACLELLAN INTEGRATED SERVICES INDIA PRIVATE LIMITED From May 2010 to March 2013. 
Designation: Administrative Assistant
Job Nature:
· Maintain confidential records and files 
· Maintain records of decisions 
· Arrange for payment of honorariums 
· Research and assist with the preparation of motions, policies and procedures 
· Review and edit reports to the Board 
· Prepare correspondence for Board members 
· Prepare documents and reports on the computer 
· Schedule Board meetings 
· Prepare agendas for Board meeting 
· Type correspondence, reports and other documents 
· Maintain office files 
· Open and distribute the mail 
· Take minutes at meetings 
· Distribute minutes 
· Coordinate repairs to office equipment 
Work Experience(3)
· Worked with MANAPPURAM FINANCE LIMITED From February 2014 to April 2015. 
Designation: ADMINISTRATIVE MANAGER
Job Duties:
· Balancing office budgets 
· Arranging travel, meetings and appointments 
· Ordering stationery and equipment (depending on how often staff nick it, this could be a regular thing) 
· Supervising and monitoring the work staff 
· Discussing problems with staff 
· Reporting to management 
· Reviewing and implementing the company's health and safety policy 
· Arranging training for staff 
· Manage the filing, storage and security of documents 
· Respond to inquiries 
	
	
	
	

	
	
	
	

	
	
	
	

	
	

	PERSONAL DETAILS
	

	
	

	Date of Birth
	: 03-07-1987

	Current Address
	: India.

	Nationality
	: Indian.

	Sex
	: Male.

	Marital Status
	: Single

	Languages known
	: Tamil & English.

	
	


