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CV NO: 1527150
JOB OBJECTIVE

“To associate myself with a professionally driven esteemed organization by pursuing a challenging, dynamics, and responsible role and rewarding career and applying my professional experts, skills and enthusiasm in a position for career growth in any industry.” Seeking in the logistic services with diverse experience in Warehouse Management seeking Supervisory/Office admin related opportunities.

PROFESSIONAL SYNOPSIS
Have served as Office Assistant / junior office admin handling various operations in Office levels.
· Handling all kind of office documentation and Filing works.
· Maintain all staff attendance data sheet on daily basis.

· Supporting accounts department via date entry, stock list maintenance.

· Keep tracking all employees’ annual health insurance & medical insurance process.

·  Handling all Electricity & Phone billing process and all kind of official works.
EDUCATIONAL QUALIFICATIONS

Higher Secondary Education

B.Sc. (Micro-biology)

Certificate course in Computer Applications
TALLY 9

NIIT certified in C+&C++

Internet / MS Office Skills
EXPERIENCE
· 2011 – 2015 Worked as an Office assistant & Admin assistant in Madras Diabetic Research Foundation. Chennai – India.
PERSONAL PROFILE

Date of Birth                 : 09 -09 -1987

Nationality

: Indian

Languages Known
: English, & Tamil.  

Marital Status

: Single

PERSONEL SKILLS:

· Excellent interpersonal Skills.
· Friendly and Obedient.

· Hardworking and Dedicated.

· Accepting Challenges and exploring new relations. 

· Planning & Execution

· Area Housekeeping & Sales service. 

· Ability to Work under pressure.

· Strong work ethics.

· Problem solving

· Ready to Learn new facts & innovative.
