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	Career Objective

To pursue my career in an organization giving me an opportunity to utilize my energy, enthusiasm and quest for knowledge and there by become a part of a dynamic team which takes any challenges.
Education

· B. Com from Kakatiya University Year of Passing 2009. 
· Intermediate from BOARD OF INTERMEDIATE Year of Passing 2006,
· Matriculation from BOARD OF SECONDARY SCHOOL EDUCATION year of passing 2004
WORK EXPERIENCE.  

· Worked as  Office administrator and Infrastructure Department in HDFC BANK Ltd. From July 2011 to until August 2015
· Worked as a Co-Executive with Balaji Telecommunication Private Ltd, Jagtial - District Karim Nagar, India (June 2009 to May 2011).

Strengths

· Hardworking, Energetic & Self-confident.

· Posse’s good communication skill.

· Give Importance to Discipline.

· Believe in positive thinking.
· Willing to learn and take on new challenges. 

· Flexible and able to work under pressure. 

· Excellent communication, interpersonal, negotiation.

·  Willing to undergo training. 




EXPERIENCE PROFILE:
· Worked as a  Office administrator and Infrastructure Department in HDFC BANK Ltd. From July 2011 to until August 2015
Company Profile: 

HDFC Bank Limited is an Indian banking and financial services company based in Mumbai, Maharashtra. It was incorporated in 1994.
JOB DESCRIPTION:

· Identify space requirements for Retail branch/ Back end offices/ ATMs.
· Managing day-to-day finance and banking.

· Handling cash and bank transactions.

·  Preparation of Trial Balance, monthly Cash flow, sales, purchase reports.

·  Preparation of Profit and Loss Account and Balance Sheet and its Schedules.

· Maintaining good filing system for ready reference

· Sending quotations to Customers as per their requirements 

·  Follow up with the Customers for their requirements and payments

·  Receiving LPOs from customers

·  Preparing Invoices  as per LPO

·  Perform general office duties, Responsible for all office administrator related tasks.
· Coordinate with legal, finance and Admin for execution lease agreements and vendor payments.

· Coordinate with CPC team for release of WO / PO to architect / vendors.

· Coordinate for premises- Commercial terms approval through business team.

· Coordinate with legal department for premises documents vetting, draft copy of lease & deposit agreement and approval of Stamp duty & Registration charges.

· Coordinate for layout and cost estimation from Architect and it's approval through respective business team..

· Handling premises legal cases in coordination with legal department and empanelled advocates.

· Coordinate with IT infrastructure team for the proposed New branches / renovations.

· Coordinate with ATM team for setting up New ATMs at various locations.

· Close coordination with Admin team for smooth hand-over of the premises to the respective user team with the availability of all basic amenities.

· Coordination with Admin team for surrender of premises which are to be terminated.

· Handling MIS on various stages of new branch setup/ renovations/ ATMs.

· Processing of vendor bills as per the banks process.

· Worked as a Co- Executive with Balaji Telecommunication Private Ltd, Jagtial- District Karim nagar, India (June 2009 to May 2011).
TECHNICAL SKILLS:
        Tally: 

· Raising Invoices

· Entering the transactions in Tally – Receipts, Payments 

· Verifying the bills payable and writing the cheques.

· Have experience of  MS Office 
· (Diploma in AUTO CAD - NATIONAL ACADEMY OF CONSTRUCTION HOUSING DEVELOPMENT INSTITUTE, HYDERABAD)

· CONVERSION

· FOUNDATION

· BUILDING MATERIALS

· MASONRY

· SURVEY
PERSONAL DETAILS: _____________________________________________________________
Date of Birth: 03/11/1988

Nationality: INDIAN 
Languages Known : English, Hindi and Telugu
Civil Status: Single

