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	CAREER OBJECTIVE
	


             A career that allows me to work smartly in the pioneering tasks associated with latest upcoming technologies.
	
	PERSONAL SKILL
	


             I have comprehensive problem solving abilities, patience, dedication and willingness to learn.

	
	PROFESSIONAL SUMMARY
	


· One and half year of Experience as Administrative Executive in Amigos Exhibition LLC in UAE, Dubai.
· One-year experience as Administrative IT Assistant in Ideologue Software Solutions Pvt. Ltd. In Kerala
	
	PROFILE SUMMARY
	

	· B. TECH   in computer science. 

· UAE experience in Administration, Office support and Marketing.
· Administrative: Handle administrative matters including screening calls, managing calendars, planning meetings, making travel arrangements, composing documents and organizing offices for efficiency. providing outstanding staff service, high performing and creative, able to relate easily to clients. Seeking role of increased responsibility and room for advancement.
· Communications: Interact professionally with all levels of staff and maintain the highest level of confidentiality.

· Computers: Expert user of Microsoft Office; quickly learn and master new technology

	                                                                                           STRENGTHS

                                                                                   

	            Time Management                                                                        Filing

	            Office organization                                                                       Research

            Supply management                                                                      Scheduling

            Adaptable – Flexible - Quick Learner                                           organisation

             Handle large amounts of paperwork and data                              Meeting support 



	
	QUALIFICATIONS
	

	· Bachelor of Engineering in Computer Science and Engineering (MG university, Kerala) 


	· Higher Secondary                                                         (State Board ,  Kerala)                                                                                                              


	· S.S.L.C:Board of Public Examination                         (State Board,  Kerala)                                                                               



	
	IT PROFICIENCY
	


Microsoft Programs: windows,word,exel,powerpoint,exel,access,outlook.
Operating Systems: Linux, Windows, Mac OS X, iOS, Android

	
	CAREER SNAPSHOTS
	

	· One-year experience as Administrative IT Assistant in Ideologue Software Solutions Pvt. Ltd. In Kerala



	· One and half Experience as Administrative Executive in Amigos Exhibition LLC in UAE, Dubai.

· Job Role:    Supported the Director and Senior Leadership of the business by providing administration support for their roles. This included 
· Maintain calendars, coordinating extensive appointments, meetings and travel arranges.
· Provide accurate administration of all paperwork generated at Office level

· Sorted and distributed incoming communication data, including faxes, letters and emails
· Managed marketing  and sales efficiently and making daily reports.
· Interacted with organizational staff, executives, clients, vendors daily
· Maintained the office database – retrieved and organized information for individual employees and clients

· Purchased office equipment and supplies – contacted vendors and subcontractors

· Filed and recorded corporate documentation, electronic files, inventories and reports

· prepare drafts, memos, emails and weekly reports.

· prepare quotations, invoice, payment and receipt vouchers.
· Organized the setup of all Office meetings.

· Processed correspondence in responses to customer complaints.
· Managed customer accounts and financial administration

· Analysing problems by collecting data, establish facts, and drawing valid conclusions.
· Filed and maintained accounting and payroll record

· Answered telephones and transferred calls to appropriate staff members.
· Aptitude in financial management, financial reports and analysis.

· Handle petty cash, floats and expenses

· create process and follow up on expense report, purchase order, budgeted purchase items

· purchase and maintained office supply inventories and being careful to adhere to budgeting practice
· Performed secretarial duties such as documenting, photocopying, faxing, mailing, and organizing filing system and office software
· prepare day to day calendars
· Possessing knowledge of all relevant software & hotel management IT systems

· Monitored and maintained organizations website.



	
	CAPABILITIES
	


· Excellent team player; Enjoy working in a professional environment. 

· Strong analytical Abilities, problem solving skills and Quality Orientation

· Innovative, hardworking and dynamic professional; Ability to work under pressure.

· Displayed abilities in handling problems as opportunities and dealing with difficult challenges
· Work within a busy office environment, and support office teams in order to ensure the smooth running of day-to-day activities
· Find and obtain information and documents quickly.
            Attention to detail, excellent planning, organizing and time management skills

· Possessing knowledge of all relevant software & hotel management IT systems
	
	PERSONEL DETAILS
	

	

	Nationality
	:
	Indian

	Date of Birth
	:
	30th May 1988

	Marital Status
	:
	Married

	Visa Status
	:
	Residence

	Languages
	:
	Malayalam, English, Hindi & read and write Arabic


	
	REFERENCE
	


        References can be provided upon request.
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