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JOB OBJECTIVE

Seeking assignments in Administration with an organization of repute
Location Preference: Ready to relocate/ Open to overseas assignments

PROFILE SUMMARY

· A result oriented professional with 5 years of experience in Administration, Planning & Development 

· Proficient in:

· Handling day to day administrative activities in co-ordination with internal / external departments for smooth functioning of the organisational goals
· Using a range of office software, including email, spreadsheets and databases; managing filing systems; overseeing the recruitment of new staff
· An effective communicator with strong analytical, interpersonal, problem solving skills

CORE COMPETENCIES

Administration

· Assisting the senior management in the implementation of administrative policies of the company programme

· Working closely with various internal/ external departments to achieve a harmonious working environment, greater operational efficiency and to facilitate effective communication 

· Performs office management duties; oversees the maintenance of personnel and fiscal records
· Taking quotations and tabulations of quotation
· Organising the office layout and maintaining supplies of stationery and equipment
· Maintaining the condition of the office and arranging for necessary repairs
· Report preparation and writing, Documentation
ORGANIZATIONAL EXPERIENCE

Apr’11-Present


College of Management and Technology (MCMAT), Perumbavoor, Kerala
Administrative Officer
Key Result Areas:
· Accountable for maintaining and forwarding the records to the administration 

· Coordinating with clients including M.G University, Government of Kerala, EPFO, ESIC, AICTE, AIMA, NAAC, Higher Education, Directorate of Technical Education and other Governmental Agencies for Accreditation, Approval and Affiliation
· Carrying out recruitment activities
· Creating profile of newly recruited employees
· Handling of queries from staff and providing optimum solutions
· Supervising Vendor Management activities
· Supervision of construction works of the institution
· Recording and maintaining minute details of the Committee meetings

· Payroll Management
· Controlling leave management system

· Updating AMC with different vendors of the institution
· Security and Housekeeping management

· Taking quotations from different vendors and making its tabulation

· Report preparation, writing and documentation

· Keeping track of any employee anniversaries and awards they are due
· Providing transportation facility

· Auditing of Institutional Equipments

· Engaged in:

· Ensuring supervision of the new building of the College
· Handling the Purchase and Controller of Inventory (stock) of the College 
· Maintaining duty roaster of administration office staff
· Providing all necessary support to the Director in performance evaluation and annual appraisal of employees. 
Highlights:

· Essayed a stellar role in obtaining approval from AICTE, Govt. of India as well as affiliation from University and Govt. of Kerala for an additional batch of MBA program

· Develop and Maintain healthy relation with Govt. and Non Govt. Organizations
· Ensured office stationery is readily available 
· Played a vital role in:
· Instigating in revamping the College website
· Implementing Digital Library facility in the college 
· Assisted in the up-gradation of the College infrastructure 
· Coordination with college stakeholders 
Oct’10-Mar’11

Centre for Business Research and Counselling (CBRC), Thammanam, Ernakulam, Kerala

Market Research Executive
Key Result Areas:

· Mapped clients’ requirements and their expectations regarding the project 
· Efficiently designed research methods including interviews and questionnaires 

· Involved in the process of tenders generation and preparation of quotations as well as recorded minute details of research work in the committee meetings
Highlights: 
· Conducted Market Research for the subject “Domestic Market Survey of Coir Products” for SIDBI associated with Coir Cluster named “Cluster Pulse” for Coir Board (Govt. of India) 
May’07-Jun’08

G H Associates, Chittor Road, Ernakulam, Kerala as Business Development Executive

Key Result Areas:

· Initiated & developed relationships with Electrical Consultants, Architects and Electricians for business development

· Efficiently generated sales enquiries for Schneider Electric products/solutions in Kochi

· Effectively promoted sales through Dealers, Integrators and Contractors

Highlights: 
· Successfully augmented client base territories by 30%

· Ensured sales targets are met as per pre-defined parameters

· Accomplished New Pro-type of Electrical Switch-Gears 
PART-TIME ASSIGNMENT
Project Handled:

Market Study for Brown’s Restaurant

Organization:


Browns Restaurant, Kacheripady, Ernakulam, Kerala

Period:



Sept’10-Oct’10
Designation:


Market Research Consultant
Description:

· The project aimed at conducting overall market study including market research, report writing and analysis as a part of the organizations expansion plan

· Efficiently carried out advertising, marketing, general administration as well as helped the client to improvise the changes in the food menu, adopt new promotional ideas and strategies 
EDUCATION

· MBA in Marketing & Information Technology from Marthoma College of Management and Technology, Perumbavoor, Kerala, Mahatma Gandhi University, Kottayam in 2010, 69%
· B.Sc. Botany from St Albert’s College, Ernakulam, Kerala, Mahatma Gandhi University, Kottayam in 2007, 85%
· XII from St. Joseph’s EMHSS, Kalamessery, Thrikkakara, Kerala, HSE in 2004, 65%
· X from St. Joseph’s EMHSS, Kalamessery, Thrikkakara, Kerala, Kerala State in 2002, 68%
Accolades:

· Attained 2nd position in St. Albert’s College, Ernakulam (for B.Sc. Botany)

· Received 

· Special prize from The Economic Times of India for ET Campus Quiz -2010

· ‘A- Grade’ from NIIT, Kerala for Bal Jyoti Award-2003

· Awarded with Higher Grade in Sugama Hindi Pariksha for the year 1999, 2000 and 2001 conducted by Kerala Hindi Prachar Sabha
CERTIFICATION

· Certified in ‘Advance Certificate in Management - Marketing’ Program conducted by All India Management Association (AIMA) in 2012.
IT SKILLS

· Well versed with:

· Microsoft Word / Excel / PowerPoint and basics of Adobe Photoshop as well as Page Maker 

· Majority of Software: SPSS, Tally ERP 9.0, TCS-ion 
· Windows 98/XP, Vista/7, Linux-Ubuntu
PERSONAL DETAILS

Date of Birth

         26th June, 1985

Marital Status
Single 
Nationality
Indian
Languages Known
         English, Hindi, Malayalam

ANNEXURE

ACADEMIC PROJECTS

Title:

Brand Awareness and Customer Satisfaction of Eastern Curry Powders

Duration:
Two Months
Description:
It was a main project on Marketing carried out at Eastern Condiments Private Ltd., Adimali as a part of MBA Curriculum of M G University, Kottayam 

Title:

Project for Centre for Incubation, Innovation and Enterprise (CIIE)  

Duration:
One Month
Description:
As a part of training program assigned by Marthoma College of Management and Technology, Perumbavoor accomplished mini project for Centre for Incubation, Innovation and Enterprise (CIIE)  
WORKSHOP / SEMINAR

Seminar

· Took part in National level seminar on “The Impact of Value Added Tax on Indian Economy”
Workshop

· Played an active role in International Workshop on Teaching and Learning in the Changing Landscape of Higher Education conducted by MCMAT, Kerala, India 

· Participated in Workshop on Approval Process conducted by AICTE, New Delhi

EXTRAMURAL ENGAGEMENTS

· Held the position of:

· ‘Coordinator’ for a National Seminar on “Live Derivatives Workshop on Currency and Commodities” conducted by Marthoma College of Management and Technology

· Team Leader for the Soft Skill Development programs conducted in the college

· General Secretary of the college for the year 2009-2010

· Co-convener of College Placement Cell

· Participated in “Business Plan Competition 2009-10 for B Schools-Kerala” conducted by Kerala Management Association

· Actively took part  in Management Fest (Best Manager, Marketing and HR games) conducted at various B-schools   

· Functioned as a Representative of the college and communicated with Japanese Officials as part of their English Communication classes conducted by the NEST Group, Cochin

· Instigated the idea for the development of college event website 
