                                                                                                                      [image: image1.jpg]


  
 Jinumon

Jinumon.291464@2freemail.com  
	Work Term Objective
Profile
	           To work in challenging environment providing ample opportunities for growth and learning and excel in various dimensions while contributing my best.

-------------------------------------------------------------------------------------------------------
           Creative and enthusiastic individual with a diverse range of skills (job goal) in developing training and maintaining a high professional delivery of customer service. An outgoing personality with exceptional organisational skills. Communicates confidently and effectively at all levels of management. A team player and decision maker with the ability to use own initiative to achieve company objectives and confidentiality. Strong motivational skills and results driven.  

-------------------------------------------------------------------------------------------------------

	Competencies       & Skills


	          Perform well under pressure with a very high standard of personal and team achievement. 

-------------------------------------------------------------------------------------------------------


	
	

	Academic Qualification

Training
Experience
IT Skills

Strengths
Personal Details
Activities and Interests

	· MBA (Human Resource management) :­ Bharathiar University
· Bachelor of Business Administration    :­ Girideepam Institute of Advanced Learning, Kottayam.

· Plus Two   :­   St.ephrems Higher Secondary School Mananam.
· SSLC  :­ Sri Vidhyadi Raja Vidhya Bhavan English Medium School Kottayam.
-------------------------------------------------------------------------------------------------------
· Got Training from Jose Mathew & Co. for marketing products.
· Got Training from Glowell Ads., for handling Documents, prepare weekly reports etc.

· Got Training form KBR inc. Iraq, for how to interact with Customers through phone and Radio.
-------------------------------------------------------------------------------------------------------

· Worked as  Customer Relations Manager in AID Education, Kottayam for a period of 18 months.
· Managed the receptionist area, including greeting visitors and responding to telephone and in-person requests for information. 
· Designed electronic file systems and maintained electronic and paper files. 
· Maintained the front desk and reception area in a neat and organized fashion
· Worked as a Service Desk Administrative Assistant in KBR inc. Iraq (sub-contract of US Army) for a period of 10 months.
· Dispersed incoming mail to correct recipients throughout the office. 
· Properly routed agreements, contracts and invoices through the signature process. 
· Handled all media and public relations inquiries. 
· Worked as an Administrative Officer in Glowell Ads. Bangalore, for a period of six months.

· Updated employee paperwork and records.
· Greeted visitors promptly and directed to correct locations. 

· Developed and administered department budgets. 

· Wrote reports and correspondence from dictation and handwritten notes.

· Maintained an up-to-date department organizational chart.
-------------------------------------------------------------------------------------------------------
· Well versed in MS Office Package includes Word, Excel and PowerPoint.

· Expertise in Tally & C++
· Proficient in exploring Advantages of Internet Technologies.
· Always have a positive attitude and strong determination to succeed.

· Ability to work clearly and decisively under pressure.  
· Flexible and able to adapt quickly to new working environments   
· Quick Learner, hardworking and self reliant as needed.
-------------------------------------------------------------------------------------------------------
Date of Birth

         :
21 May 1988
Marital Status                  :        Bachelor 

Nationality

          :       Indian

Languages Known            :        English, Tamil and Malayalam

-------------------------------------------------------------------------------------------------------
· Playing Snooker, Swimming, Driving, Listening Music


	Conclusion


	---------------------------------------------------------------------------------------------------------------------------------------
        I feel I would bring a resourcefulness of experience in a certain range of disciples. I have a progressive and adroit vocabulary, a pre-requisite for writing proposals, reports and articles. I have a good work ethic and the capability to work safely in a challenging environment. 

	Declaration
	I hereby declare that all the information given here is true to the best of  my knowledge and belief.
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