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CAREER OBJECTIVE

To join a Growth Oriented Organization, where I can contribute my knowledge and skills for mutual benefit and growth with the opportunities provided.

PROFESSIONAL SUMMARY

2 years as an office administration assistant in a logistic management training institute.
2 years as a payroll administrator.

1.5 years as a customer support executive.

Excellent administrative and management skills.

Capable to work under corporate pressure to meet target deadlines.

Sound knowledge of advanced computer applications, logistic management and shipping management.

Internet savvy.

	WORK EXPERIENCE
COMPANY NAME :   NITA

DESIGNATION : ADMINISTRATION ASSISTANT
From : June 2013 to August 2015

JOB PROFILE

Perform the daily administration and operation of the company including coordination between students,  parents and teachers.

Assists the marketing opportunities by answering all forms of enquires in an efficient manner.

Give induction training to students and conduct mock interviews maintain attendance and payments register.

Coordinate the class and solve issues occurs among students and take feedback from them and maintain its confidentiality. 

Other tasks as required by management including housekeeping supervision and premise presentation.

COMPANY NAME :   NGA HUMAN RESOURCES

DESIGNATION : OPERATIONS EXECUTIVE.
From : 1st December 2008 to 5th February 2010

JOB PROFILE

Prepare and manage payroll of employees checking the working hours, tax and insurance payments.
Processing holiday, sick and maternity pay, calculating overtime, shift payments and pay increases.

Contacting client over phone or e mail.

COMPANY NAME :  Relieance BPO

DESIGNATION : CUSTOMER SUPPORT  EXECUTIVE.

From : 8th June 2007 to 10th September 2008

JOB PROFILE

Answer incoming calls from customers, give them proper service for the product.

Provide useful administrative support to other team members of customer support team.

Responsible for the customer satisfaction by managing the product, industry and the customer.

Communicate client feedbacks to the management and operations team.

	EDUCATIONAL QUALIFICATIONS

Diploma in shipping and logistics management. ( February 2015 to  April 2015)

MBA from University of Kerala. ( from 2010 to 2012)

BSc from University of Kerala. ( from 2004 to 2007)

PERSONAL DETAILS

AGE :27Yrs

DATE OF BIRTH :7/03/1987

MARITAL STATUS : Married

LANGUAGES KNOWN :ENGLISH, MALAYALAM,  HINDI & TAMIL
HOBBIES :LISTENING MUSIC, COOKING and SHOPPING

DECLARATION

I hereby declare that all the details given above are true to the best of my knowledge.




