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Professional Synopsis 


· Result oriented professional with 5 years experience in Administration, Banking and finance, Facilities management, Office Management & computer operation.

· Possess excellent interpersonal, administration, communication and analytical skills. 

· Adroit at learning new concepts quickly, working effectively well under pressure.   
· In-depth understanding of business management.
· Deep understanding/knowledge of technologies with delivering effective business solutions. 
Areas of expertise

· Administration and facilities management

· Effective managerial and interpersonal skills. 

· Demand management and crisis management.

· Data analysis reporting, documentations issue handling. Well versed with various data analysis tools such as V-lookup & pivot table. 
· Deep technical knowledge in Security/surveillance and statutory related matters.

· Effective vendor management and negotiation skills.

· Knowledge in Retail banking and its operations.
· Operational and technical knowledge in SAP, Computer hardware, OS and application software. 

Career Conspectus 


ICICI Lombard GIC Ltd, Mumbai, INDIA (Duration: 26 March 2014 to 16 March 2015)

Worked as Administration Manager in ICICI Lombard GIC Ltd, Corporate office, Mumbai, INDIA
Roles, Responsibilities & Key performance areas.

· All Admin/Facilities/Operational related tasks assigned time to time. 

· Management of all telecommunication related matters such as Landline connections, data connections, voice connections of the company (Corporate & Branch offices) in Pan India basis. 
· Management of all telecommunication expenditure of all offices, employees on the basis of different categories.   

· Handling of various service providers/vendors, resolving issues in coordination with various service providers/vendors.

· Allocation of monthly provision for telecommunication expanses, processing bills on month to month basis for all telecommunication service providers. 
· Issuing POs and work orders to various service providers as and when needed. 
Muthoot Group, Mumbai, INDIA (03 January 2011 to 25 March 2014)   

Worked as Assistant Manager (Administration) in Muthoot Finance Ltd, Regional Office, Mumbai, INDIA
Roles, Responsibilities & Key performance areas.

· All Administrative Matters of the Region.

· All Statutory and Security Related matters.

· General Office Management – Regional Office

· Maintenance & upkeep of infrastructures provided to the branches and offices. 

· New Branch Opening process as per instructions.

· Handling of Vendors.

· Collection, scrutiny and processing of all Admin related Quotations and bills.

· Verification of various Bills, Electricity Bills and Load Enhancement aspects.

· Branch visits, for Admin upkeep and Security related matters.
Prince Communication, Gudalur, INDIA (July 2009 to November 2010) -
Worked as Computer Operator (Part time/full time) in Prince Communication, Gudalur, Nilgiries, Tamil Nadu, INDIA.
Roles, Responsibilities & Key performance areas.

· All DTP related tasks such as preparation/editing of documents and images.

· Preparation of reports and various MIS on weekly, monthly, yearly basis.

· Processing of Bills – electricity, telephone, internet, printer, photo copier etc.

· General office administration. 
Academic Credentials


	S. No
	Course
	Institution
	Duration
	Aggregate

	1
	MBA (Finance)
	Sikkim Manipal University (Distance Education)
	2012-2014
	65%

	2
	B.Com.(Computer Applications)


	Bharathiar university arts and Science College,

Gudalur.
	2007-2010
	75.1%

	3
	HSC.(Commerce with Computer Software)
	G.T.M.O higher secondary School, Chembala.
	2004-2006
	83.6%

	4
	SSLC
	 St. Mary’s high School, 

Upper Gudalur. 
	2001-2003
	86.2%


Additional Qualification

	S. No
	Course
	Institution
	Duration
	Aggregate

	1.
	Diploma in  Business laws

   1. Commercial Law

   2.  Company Law

   3. Banking and Insurance Law

   4. Cyber Law
	Bharathiar university arts and science College,

Gudalur.
	2008 - 2010
	66.7% 


Summer Internship Projects

1) Management Research Project

Topic 


: 
A comparative study about operational efficiency & profitability of

 NBFCs in India.

Duration 

:
August 2013 to January 2014

2) IT Project

Topic 


: 
Employee Database Management System

Duration 

: 
February 2010 to March 2010

Software 

: 
Visual Basic 6.0 & MS Access

Team Size

: 
5

Involvement

: 
Project Administration & Design.

Highlights
:  
 This Application Software contains modules for trouble-free  employee



management in an organization.

3) Institutional Training
Organization

:
 State Bank of India
Duration 

:
15/10/2009 to 22/10/2009

Topic 


: 
 Institutional training about Systems & processes in State Bank of India.
I T Skills


Operating Systems 
: Windows ME, XP, Vista, Ubundu.

Word Processing and Documentation 
: MS-Word, MS- Excel

Slide Presentation and Graphics 
: MS-PowerPoint, Adobe Photoshop

Languages
: C, C++

Visual Programming
: Visual Basic 6.0

Markup Languages
: HTML

Accounting Tools
: Tally 9.0

RDBMS



   
    : Oracle 8.0, MS ACCESS 

    

Hardware Exposure
: System Integrating, Trouble Shooting

Accolades

· Proficiency award for Education - Junior Chamber of International(Gudalur) 

· ”Manavar Mantram” certificate for proficiency in Tamil.

Beyond Curriculum

· National Service Scheme(NSS)  ‘B’ Grade Candidate in college

· Actively participated in Arts club festivals & won several prizes.

Career Achievments


· Rose to a managerial position within a short span of my professional career.

· Streamlined and standardized telecommunication systems of ICICI Lombard throughout the country.
· Streamlined admin related activities across Mumbai regional branches at Muthoot Finance.
Hobbies 


· Social Work, Sports, repairing of electronic gadgets, reading and agricultural activities.
Personal Vitae


Date of Birth & Age
:
13/04/1990 , 25 Years

Gender

:
Male 

Nationality 

:
Indian 

Mother Tongue 
:
Malayalam 

Religion 

:
Hindu

