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	Address:                Dubai, UAE
Nationality:           Indian
Driving License:   Indian
Visa Status:           Visit Visa
Date of Birth:        21 Jan 1994
Availability:          Immediate


	EDUCATION
BBA/Bachelor. Martin Luther ChristianUniversityShillong, 

India, 2012-2015
HSSLC(Commerce)  Kerala State Board Of Examination  

I C A E H S S, Thrissur, 

India, 2011
SEMINAR

GENESIS 2013- Evolution of Online Marketing organized by Department of Management and Commerce Studies Martin Luther Christian University 2013

	CAREER OBJECTIVE

To grow as a professional and drive organization in a manner which will help the organization to move towards the higher targets as well as help myself to strengthen As a person of hardworking, dedicated to work good grasping power, punctual and an earnest desire in taking up responsibilities will definitely benefit the organization to achieve the desired goal. 

PROFESSIONAL SYNOPSIS

Energetic and well-organized professional in administrative support services Brilliantly capable of performing detail oriented work with frequent interruptions. Demonstrated ability to assist in collecting and compiling assessment data required for accreditation purposes. Proven ability of accurately typing correspondences, schedules, and confidential records regarding student academic standing, along with maintaining thorough knowledge of the management curriculum.
CORE COMPETENCIES
· Adaptability
· Team Player
· Time Management
· Computer/Technical Skills
· Space Management
· Judgment  
· Task Management
· Client Service
· Communication Skills
· Business Understanding. 
STRENGTHS & ACHIEVEMENTS
· Competence, Excellent Communication and interpersonal Skills
· Presents a Professional Appearance and attitude 

· Organization skills and detailed oriented  
· Has an understanding of the industry and the language
COMPUTER SKILLS

·  Proficiency in the using computer & office equipment
·  Microsoft office (Excel, Word & PowerPoint)
LANGUAGE SKILLS

· English  | Hindi | Malayalam | 
PERSONAL TRAITS

· Self-motivated and go-getter 

· Independent team player with leadership qualities

· Amicable with team members, Ability to work under pressure


EXPERIENCE

INTERNSHIP
Trained in Marketing Department, Production Department and Human Resource Department
Sharon Extrusions, , 

12th January 2015 – 30th Sep 2015
· Responsible for coordinating the various functions including administrative procedures and leavers / joiners administration, liaison with the various departments and outside 
· Coordinate employee relation functions in consultation with the Director of Human Resources, monitor employee performance appraisals completion and track annual and sick leave accruals.
· Prepare and complete the monthly Human Resources report and other statistical reports as required by the Director Human Resources Coordinate and conduct departmental training and conduct the Human Resources Orientation for new hires Develop and maintain confidential department employee files, documents and database Maintain.
WORKSHOPS
· MANROI- Business Consultancy Event organized by Department of Management and Commerce Studies, Martin Luther Christian University, District Library, Jowai, April 2, 2015
· SYNERGY 2.0- A One day event on Leadership and Team Building organized by Department of Management and Commerce Studies, Martin Luther Christian University, North-East Adventist College, Khlietrtyrshi, Jowai, October 30, 2014

· SYNERGY, Team building activities organized by Department of Management and Commerce Studies, Martin Luther Christian University St. Dominic School, shilling September 12, 2014

· Arts and Appreciation Skill organized by Fine Arts Department, Martin Luther Christian University, KJPA Conference Hall, IGP, Shillong, 2012

FIELD TRIPS
· Mother Dairy, Mother Dairy Tilak road, Manoharpukur, Kalighat, Kolkata, 2014

· Marathon Electric- Manufacturer, Taratala road, Kolkata, 2014

· Electrical Manufacturing Company, Canal East Road, Kolkata, 2014

· St. Joseph’s Agricultural Training Centre (SJATC-RRTC), Umran, Ri-BhoiDistrict, Meghalaya, India, 2013Maithan Alloys Ltd, E.P.I.P Ri-Bhoi, Byrnhat, Shillong, Meghalaya, India, 2012

· Hindustan Coca Cola Company, Ri-Bhoi, Byrnhat, Shillong, Meghalaya, India, 2012
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