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CURRICULAM VITAE
CV NO:  1525506
Career Objective
Seeking a challenging environment that encourages continuous learning and sharing of knowledge that provides exposure to creativity and stimulates personal and professional growth along with the organizational mission.
An appropriate post suitable for below mentioned qualifications that offers further advancement to my career growth and brings out the best of my knowledge and abilities.
Academic Credentials
	Qualification
	University/Board
	Year
	Appreciation/

	
	
	
	Remarks

	Bachelor of Commerce
	Bharathiar University
	Jan 2014
	Second class (B+)

	(B.Com)
	Coimbatore,India
	
	

	Higher Secondary
	Board of Higher
	Mar 2011
	First class with

	Examination (Plus Two)
	Secondary Examination,
	
	(70%)

	
	Kerala, India
	
	

	Secondary School
	Central Board Of
	Mar 2009
	First class (72%)

	Leaving Certificate (SSLC)
	Secondary Education
	
	

	
	Delhi,India
	
	


Experience
Name of the Company
: Modern Hardwares & Trading (1 Year )
Designation
: Secretary cum Data Entry Operator
Location
: Kannur, Kerala‐India
Job content
Provide secretarial and clerical support to the Managing Director 
Front office management 
Receive all in‐coming mail matters, documents, parcels and deliveries Control the flow of incoming and outgoing documents 
Customer relation 


Computer Proficiency
Computerized Financial Accounting – Tally ERP 9, Peachtree
Computer Applications (Ms Office ‐ Word, Excel)
Knowledge and experience of Internet access & Email operations.
Strengths and Abilities
Hard working, sincere and self motivated at work. Can handle responsibility effectively. 
Can adapt to new skills and approaches to get work done. 
Maintain good relations, interpersonal and communication skills. 
Personal Data
Date of Birth
‐ 17‐12‐1992
Nationality
‐ Indian
Sex
‐ Male
Marital Status
‐ Single
Languages Known      ‐ English and Malayalam.
Visa status
‐ Visit – 
