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OBJECTIVE 










      

Intend to build a career with leading corporate of hi-tech environment with committed & dedicated people, which will help me to explore myself fully and realize my potential.Willing to work as a key player in challenging & creative environment.

DOMAIN / TECHNICAL SKILLS







      

Software & Tools
: 
Microsoft Office (Excel, Word, Internet explorer)

                                             Internet and Mailing, DCA (Computer), C, C++
WORK EXPERIENCE






      

Five Years worked as Store Keeper & Documentation Supervisor IN RMP INFOTEC PVT LTD.
Two Years Worked as an Office Admin & Document Controller in RM PRIME EXIM.

Three Years Worked as a Ware House Document Manager in DIYA AGENCIES.
One year worked as an Office Admin Executive in L R Associates (Tax Consultancy).
One Year Document Controller in Speed & Safe Express Courier.

Job Criteria:- 
Customer Documentation and Computerizing Processor.

      Validation of Genuine Customer with Document Verification. 

     Processing sales invoices and updating marketing achievements of customers.

     Making LPOs for office stationery and other necessary items for office admin dept.
     Co-ordination daily meeting of leaders.

            Organizing state level customer’s event managements.
            Sales Tax and Custom Tax Clearance in State Border Check posts.

            Transportation Coordinator in RMP goods Delivery.
EDUCATIONAL QUALIFICATIONS







      

B.COM in Co- Operation (Failed)
Pre-Degree 

S.S.L.C 

PGDCA (Computer), C, C++
CO-CURRICULAR ACTIVITES








      

· Participated in various Cricket and Football Tournaments.

PERSONAL PROFILE









      

	Date of Birth 
	: 28.04.1980

	Gender           
	: Male

	Martial Status 
	: Single

	Nationality  
	: Indian

	Languages Known
	: English, Malayalam , Hindi, Tamil

	Hobbies 
	: Listening Music, Watching TV,        Cricket, etc.


PERSONAL APTITUDES:








       

· Dynamic and self driven with high energy levels

· Systematic

· Achievement oriented, good interpersonal skills and a team player

· Time and task oriented

· Excellent learning abilities and able to adopt quickly to new environments and new roles

· Able to work under pressure/ stress.

SUMMARY 











       

Have good interpersonal skills, with an eagerness to learn and perseverance towards attaining goals. Hardworking and completely dedicated to the assignments, that is given. Can mingle with any group and make effective contributions. Highly self confident and believes there is a solution for every problem. 
DECLARATION










       

I hereby declare that the information furnished above is true to the best of my knowledge.
