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   OBJECTIVE:

       I aspire to work for an organization that combines work with knowledge   & wisdom Earning are an ongoing process and I believe that excellence is not a destination of an unending journey.

KEY SKILLS:
· Good  office  management  skills and computing skills.
· Organizing maintenance of systems, document records,
             space management, etc. 
· Self  motivated  with  the  ability to work on your own initiative. 

· Ability to come up with own ideas to take the company forward. 
· Experience of forward planning and team management. 
· Able to motivate a team and have excellent people 
            management skills. 
· Experience of managing the updating and 
             maintaining of the  company website. 
· Report monthly on office progress, identifying areas of concern 
            or improvement. 
WORK EXPERIENCE:
  

Working as a Documentation Officer in Shandon., at  - 2X600MW Power Project Since 5th July 2012 to till date.
ROLE AND RESPOSIBILITES :

· Handling company mailings.
· Uploading all the Documents in the company internal web.

· Sending company Documents and Letters to the concern sub-contractors and owner.

· Receive Documents and Letters from other companies and send them to concern Departments. 

· Maintaining of DCR, DCN and Drawings.

· Dealing Subcontractors documents related quires and solve the problems.

· Maintaining soft and hard copies of documents for the future reference.
ACADEMIC DETAILS:

· Master of Business Administration from South Asia University  in the year of 2012 with 59% 

· Bachelor of Computer Application from Thiruvalluvar University in the year of 2010 with 53%

· H.S.C from Seventh Day Adventist Higher Secondary School the Year 2007 with 53%
· High School from Govt Hr. Sec School in the year of 2005 with 60%
ACADEMIC PROJECT:
PG MAIN PROJECT

           Project Title: The Fundamental Analysis Of Select Cement Companies In The
                                    Indian Capital Market with Reference
           Company      : Unicon Securities Pvt. Ltd. at Puducherry
           Duration       : 3 Months Project
COMPUTER LITERACY:
· Operating System Windows xp, Vista, 7, 8.
· Internet Concepts.
· Basics ( C, C++, Java, Visual Basics & Tally)
· Microsoft Office

TECHNICAL QUALIFICATION

· English Typewriting 
LEADERSHIP SKILL:
         Being a team lead in college level sports activity gains experience in managing through problem solving skills and working with the team helps in achieving positive results.

PERSONAL TRAITS:
· Able to work under pressure.

· Responsible and reliable.

· Hard working.

· Able to perform multitasking.
PERSONAL DETAILS:

        Date of birth   
         : 14th Apr 1989
        Languages known       : English, Tamil, (French & Hindi only read & write)
        Present CTC/Salary   : 2.16 Lakhs per annum 

        Notice Period              : 30 days
        Nationality                  : Indian
        Religion
                     : Hindu
DECLARATION
          I hereby declare that the details furnished above are true to the best of my knowledge
PLACE: Pondicherry

DATE: 
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