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Career Objective:
Working to the best of my potential to obtain a strategic position & exploit my knowledge for the better use of the organization that helps me to build an outstanding career and also benefit to the organization.
Profile Summary:
· Proficient to Handle the Statutory Compliance like PF, ESIC, Taxes applicable as per state.
· Keep relationship with Govt officials for affiliations, Licenses and renewals.
· Competent to handle the task like Recruitment, Joining formalities, MIS Maintenance and PMS  
· Handling various Vendors and payments.
· Expert in understanding the business requirement and arrange the necessary amenities required to organization.
· Excellent in arrangement of Event Management and curriculum actives. 
· Sound knowledge of HR workings
Organizational Experience:
Having 7 Years of experience in the Field of Administrative Dept as Administrative office in Avanthi Educational Society at Vishakhapatnam since April 2008 to May 2015. 
Job Description: 
· Competent to handle the task like Recruitment, Joining formalities, MIS Maintenance and PMS.  
· Arrangement of campus selection initiate to employees
· Take responsibility towards the In college publicity for adminision  
· Timely sending the salary data to Consultant for Remittance of PF & ESIC of Staff members and also of Professional Taxes applicable as per state.
· Keep relationship with Govt officials for affiliations, Licenses and renewals.
· Coordinate Departments and fulfill the overall staff needs and deeds. 
· Necessary arrangement of Transport Facility to the Staff members and also to Students.
· Work for an institution of higher education to recruit and communicate with new students from a variety of venues.
· Coordinating with Logistics Department for vehicle maintenance 
· Handling various Vendors deployment to facilitate the required amenities & stationery to institute.
· Expert in understanding the business requirement and arrange the necessary amenities required to organization.
· Coordinating to Hostel Warden for hostel hygiene matter and requirements.
· Excellent in arrangement of Event Management and curriculum actives. 
· Arrangement of Basic Amenities to all the Staff Members and Students  
Computer Savvy: 
· Effective communication skills
· Familiar to MS Office and Mailing
· Capable to Handle and work in Software  
· Software & Hardware Installation Knowledge with Troubleshooting 
Personality Traits:
· Strong motivational and leadership skills
· Exceptional presentation and interpersonal skills
· Unmatchable communication skills in written and verbal both
· Ability to work in team as well as individual
· Willing to work in wide range of work 
Achievements:
· Participation in the Coco& Volleyball inter-college competitions
· Participation in various Sports & cultural activities at school & college level
Academic Details
· MBA from JNT University Kakinada with specialization of Human Resources Management in the year of 2013 with aggregate 61%.
· B.Com from VMU University in the year 2006 with 60%.
· SSC from FAR CHS School in the year 1999with 58%
Personal Information
· Birth Date


: 13 March 1983 
· Gender



: Male
· Nationality


: Indian
· Languages Know

: English, Telugu & Hindi 
