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OBJECTIVE
Seeking a career opportunity that will enable me to gain valuable experience and enhance my quantitative and analytical skills while I work towards achieving company’s objectives, where my skills and abilities will be recognized and aid to my growth and development.

STRENGTHS
· Six month experience  in HR assistant 
· Good communication skills 
· creative and competitive in job 

KEY SKILLS
· TALLY.ERP 9 
· MS-OFFICE 

CAREER SUMMARY
SOFTORIX  TECH PVT LTD,CHENNAI,INDIA
HR & ADMI ASSISTANT
JOB RESPONSIBILITIES
· Preparing Employee Leave Schedules. 
· Handling of Company stationeries 
· Preparing interview schedules. 
· Maintaining Staff Attendance. 
· Handling Employee Grievances. 

EDUCATIONAL QUALIFICATION
· BBA in (2012 - 2015) from THE NEW COLLEGE, Tamil Nadu, India. 

PERSONAL DETAILS
Date of Birth
: 27/06/1994
Gender
: Male
Languages known  : English, Tamil.

DECLARATION
I hereby declare that all the details furnished above are true to the best of my knowledge and belief.
