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Master in business administration (finance)
· Seeking a position where extensive experience and qualification (MBA in FINANCE) will be further developed and utilized. Extensive experience to the credit.

· Dedicated and technically skilled business professional with a versatile administrative support skill set developed through experience as an asst. branch manager and administrative assistant.
· Excel in resolving employer challenges with innovative solutions, systems and process improvements proven 
to increase efficiency, customer satisfaction and the bottom line.

· Offer computer skills in MS Office Suite and other applications/systems.
Key Skills

	· Office Management
Technical skills
Effective expression of ideas
Analytical skills
· Mathematical aptitude
· General awareness
	Report & Document Preparation

Spreadsheet & Database Creation

Accounts Payable/Receivable

Book keeping & Payroll 

Staff Development & Training

Teambuilding & Supervision


	Records Management

Meeting & Event Planning

Inventory Management
· Expense Reduction
· Policies & Procedures Manuals


Experience
	PROTONE ENERGY SYSTEMS PVT. LTD., Coimbatore.
	2013 October to 2014 august


Asst. branch Manager, 2013 October to 2014 august.
Worked as an office manager for 1 year, culminating in current responsibility for coordinating all office functions and supervising the employees there in Coimbatore branch. 

Results:

· Developed efficiency-enhancing workflow/process improvements that made it possible to accommodate increasing responsibilities necessitated by staff reductions.

· Decreased office expenditures 15% by implementing needed controls on stock/supplies and standardizing ordering procedures.
	MARK GLOBAL SCHOOL, Bangalore.
	July 2010 to June 2011


Administrative Assistant
Served as executive assistant to the management team, handled a busy phone system, functioned as primary liaison to customers and ensured a consistently positive customer experience. 
Results:
· Created automated daily stats report that reduced inaccuracies and provided management with an important decision-making tool.
· Quickly became a trusted assistant to the company president, executive staff and office manager and earned a reputation for maintaining a positive attitude and producing high-quality work.
Education

	ANNAMALAI UNIVERCITY, Chidambaram
	2011-2013


Master in business administration (finance)
	UNIVERCITY OF CALICUT, Calicut.
	2007-2010


Bachelor in commerce (b.com)

MBA Project 
· An analytical study on online trading services.
Project is all about the investor’s attitude towards the online trading after the changes from outcry system to screen based system. After all the interesting analyses had realized that the comfort ability  of screen based system had enveloped the risk of screen based system.
Language Proficiency
· English
: Excellent

· Hindi
: Good

· Arabic
: Limited working proficiency

· Malayalam
: Excellent (Mother tongue)

· Tamil
: Excellent

Personal details 
· Date of birth-  10-03-1989
· Sex- male
· Marital status- single.
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