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	Objective


To be associated with a progressive Organization, which can provide me with a dynamic sphere where I can use my potential and skills to reach the heights of success by achieving professional and personal goals and to become an invaluable asset to a company of repute, integrity and excellence.
	Profile


· Having 1.5 years of strong experience in Accounts and office Administration.

· Possess strong analytical & problem solving skills, with an ability to make thought out decisions.
· Strong knowledge in advanced MS office and familiarity with computers and other applications.
· Energetic & self-motivated with a can-do attitude and excellent communication and interpersonal skill.
	Employment History


Office Administrator, M/s. Union Bank of India 
(Duration February 2013 to October 2014).
· Area of Expertise
· Handling Cheque clearance, Account Opening, Data Management, Loan Tracking and maintenance.
· Track expenses and prepare expense reports.
· Perform filing, data management, drafting and editing short office memos.

· Strong Knowledge in e-filing, Daybook Preparation, Assisting in Finalisation.

· Manage, schedule, co-ordinate office functions and activities for the branch. 

· Assist with all other office administrative duties.
	Skill Development


· Strong knowledge in MS office , Taxsoft , Tally 9 and familiarity with computers and other applications, 
· Confident attitude, aggressive on meeting deadlines and targets.

· Responsive, enthusiastic and mature in approach. Open to critique and suggestions for improvement.

· Swift in picking up new things, result driven achiever, can highly acclimatize to work in-group with interpersonal skills.

· A resourceful team player with an analytical bent of mind
	Academic Credential


· Bachelor of Commerce from MG University.
· PLUS 2 from Board of Higher Secondary Examination, Kerala.

· SSLC from Board of public Examination, Kerala.
	Personal Details





Date of Birth                 :        17-05-1986



Gender


:        Male



Languages Known       
:        English, Malayalam, Tamil,. 
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