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CAREER OBJECTIVES:
To  build  career  with  a  dynamic  and  Professionally  managed  Organization  that  will  provide ample opportunities to  grow  and  to reflect  high  standards of  performance in  any  assignment  given  thereby  ensuring  organizational  and  personal  growth.
ACADAMIC QUALIFICATION:
· Graduation in Bachelor of Science (B.sc) from Kakatiya University Warangal in 2005 with aggregate of 69.80%.
PROFESSIONAL EXPERIENCE:
VIJAYA SHREE COTTAGE INDUSTRIES-HYDERABAD (INDIA)
DESIGNATION: ADMIN ASSISTANT
DURATION: FROM APRIL 2010 – JULY 2015 
Duties:
· Responsible for controlling all documentation related activities in office.

· Typed letters, memos and official correspondences and took authorized signatures for authentication.

· Attend phone calls, and pass on messages to the respective personnel.

· Maintaining and updating the database and also manual filings.

· Petty Cash Handling and maintain cash reports on daily basis.
· Prepare cheques, receipts and other documents and get it approved from supervisor.

· Check deposits and withdrawals and other bank related works.
· Preparation of Receipt Vouchers, Cash payment Vouchers, Bank Payment Vouchers.

· Assist to superiors upon they needed.

PRIMERY AGRICULTURE CO-OPERATIVE SOCIETY- HYDERABAD (INDIA)
DESIGNATION: DATA ENTRY OPERATOR / OFFICE CLERK
DURATION: FROM JUNE 2005- MARCH 2010 
Duties:
· Provided administrative support to superiors via drafting official company correspondence. 

· Perform general data entry using Microsoft Excel and Word.

· Maintaining and reviewing employee daily attendance data.

· Sending employee weekly report to the management.

· Assist to superior for specific work.
KEY SKILLS: 
· Good in interacting with people can get with the team to be a good team member.
· Self-starter to work towards achieving goals.
· Quick learner with commitment to complete the task in time.
· Willingness to face new challenges.

COMPUTER PROFICIENCY:
· Good Knowledge of Basic computer operating.
· Knowledge of Software operation such as MS Office 2003/2007.

· Able to work with various windows operating system Windows XP, Windows Vista & Windows 7

· Knowledge of ERP System Tally 9.0
PERSONAL DETAILS :
    Date of Birth

:
27th June 1985

   Gender

:
Male

   Civil Status

:
Married

   Nationality

:
Indian

   Language Known
:
English, Hindi, Urdu & Telugu
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