CURRICULUM VITAE

	SATHIYA


	


OBJECTIVE:

                   To obtain an appropriate position in an organization will enable me to use my strong organizational skills, educational background and ability to work as a team

PROFESSIONAL BACKGROUND: 

· I possess excellent interpersonal and communication skills and assure to work towards the growth of the organization.

· Very eager to learn new concepts and in developing technical skills.

· Proven record of working in both small and big teams under stringent timing constraints and ability to deliver on time.
ABILITY SKILLS AND LANGUAGE SKILLS:

· Excellent communication and interpersonal skills.

· Excellent Oral & written communication in English & Tamil. 

· Excellent computer skills and working knowledge in Ms-Office, Photoshop, Internet, Software Applications, etc.
· Willing to learn new ideas, enjoy responsibilities and challenges.

EXTRA SKILLS:

· A Good Typing Speed on Computer in English.

· Have Good Knowledge Of Windows (All Version Of Windows Like Windows 98, Windows XP, Windows Vista), DOS, BASIC Hardware, MS Office 2007, Internet etc.
· Have Good Knowledge of Job Work And Official Work.

WORK EXPERIENCE:
· Working in Engineering Services LLC, at Oman.
Designation
: Document Controller & Computer Operator 

Duration

: Oct 202013 to Till Date
Nature of Works
: 
· To solve the all activity manpower and time office.

· Check Company employee’s attendance.

· Check Time Office Information Register.

· Maintaining all documents related of the office.

· Sharing, formatting and Down loading software and documents works.

· Computer System, Software problem solving.

· Register mention (Dispatch & Receiving)
· Working in MACMILLAN Publishing Solutions, at India.
Designation
: Executive

Duration

: Apr 2009 to Jun 2013

Nature of Works
: 
· To solve the all activity manpower and time office.

· Check Company employee’s attendance.

· Check Time Office Information Register.

· Maintaining all documents related of the office.

· Making Monthly Progress Report works

· Sharing, Formatting and Down loading software and documents works.

· Computer System, Software problem solving.

· Register mention (Dispatch & Receiving)

· Networking works.

· Working at Datapage India (Pvt) Ltd., at India.

Designation
: PSO (Publishing System Operator)

Duration

: Aug 2006 to Mar 2009

Nature of Works
: 
· Maintaining file management system.

· Maintaining all documents related of the office.

· Telephone calls/Fax attending and Printing related works.

· Typing and formatting of reports & documents.
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Academic Profile

	Course
	Institution
	Examination

Authority
	Class

	B.Tech.(Computer Science, Part Time)
	            SRM University, Chennai.
	SRM University
	First

	Diploma in Information Technology
	Valivalam Desikar Polytechnic College,                 Nagapattinam-611 001.
	Tamil Nadu  Technical Board
	First

	Hardware and Networking (6 Months)
	        ACCEL IT Academy, Chennai.
	ACCEL IT Academy
	First


PERSONAL PROFILE

Date of Birth                          
: 26 Mar 1983
Gender / Marital status
: Male/Married 
Nationality                           
: Indian

Mother Tongue                       : Tamil

Declaration
               During this tenure I gained valuable experience in multinational projects and exposed to various work environment. As the nature of work by the companies in India and I gained valuable communication skill and relationship. I assure that the above furnished information is to the best of my knowledge. 
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