MAJID
Email: majid.310315@2freemail.com 
Objective
To pursue a growth oriented career in HR or Administration with a progressive company that provides a scope to apply my knowledge and skills that would help me contribute my best to the organization. Moreover, I would like to work with other professionals to improve my skills as an educator, which will allow me to further contribute.

Summary of qualification
•
Bharathiar University, Tamil Nadu, India
               Master of Arts in English (Pursuing)

•
EMEA College of Arts and Science, Calicut University, Kerala, India
               Bachelor of Arts in English (2012-2015)

•
GVHSS, Malappuram, Kerala, India
               Plus Two (2010-2012)

Professional Employment history
· HR & Admin Assistant

At Zain Silks from June 2015 to April 2016
Job Responsibilities:
· Participating in recruitment efforts
· Preparing new employee files

· Handling daily attendance for staff
· Preparing Payroll report 
· Order office supplies

· Submit and reconcile expense reports
· Handling Petty Cash and Relevant works associated with bookkeeping
· Updating basic inventory reports

SKILLS
· Proven admin or assistant experience
· Excellent time management skills and ability to multi-task and prioritize work

· Strong organizational and planning skills
· Written and verbal communication skills

· Quick learner, interested in learning new things
· Proficient in MS Office
Personal Details
Date of Birth

: 07-09-1994

Gender


: Female

Marital status

: Married
Visa status

: Husband Sponsorship
Religion


: Islam

Nationality

: Indian

Language

: English, Malayalam
Joining Status

: As and when required
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