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ANAND.331629@2freemail.com 

	
CAREER  SUMMARY-

● A detail oriented and highly skilled in manage the things posseses rich experience  One Year as  .Location Head 
● A detail oriented  and highly skilled  in manage the things posseses rich experience of  4 year as ..Finance Co Ordinator.
● Proficient in managing the documents.
● Expert in priortising the work.
● Excellent in providing comprehensive financiers and administrative support to colleagues .
● Proficient in executing the programs using the limited resources.
● Expert in assisting the seniors and manage the routine daily organization life.


	


CAREER OBJECTIVE:

Highly managerial skills want to implement for organizational growth and it should also provide me financial stability

ACADEMIC BACKGROUND:



	Level
	University/School/Course
	Date Of Graduated
	Marks   Obtained (%)

	Teritory
	B.Com from Annamali University
	 2012
	90 %

	Secondary
	HSE  from Mayyanad Higher Secondary School,Kollam,Kerala(Computer Commerce)
	2009
	51.83 %

	Elementary
	SSLC from Government Higher Secondary School,
Valathungal,Kollam,Kerala
	2006 
	59.22%


TECHNICAL  BACKGROUND:

●6 Months in M.S Office.

LANGUAGES KNOWN:


	LANGUAGES
	SPEAK
	READ
	WRITE

	ENGLISH
	FLUENT
	FLUENT
	FLUENT

	HINDI
	FLUENT
	FLUENT
	FLUENT

	TAMIL
	FLUENT
	FLUENT
	FLUENT

	MALAYALAM
	FLUENT
	FLUENT
	FLUENT



PERSONALITY TRAITS:


 ● An enthusiastic person who performs all office tasks to the highest standard and within given.timescales.
 ● Excellent communication skills in written and verbal both.
 ●Good telephone manner and client interface skills.

WORK EXPERIENCE:

	Organization
	Designation
	Duration

	ADNH Compass
	Messenger
	 Presently (One Year ago)

	Larsen &Toubro Ltd (On Roll)
	Location Head
	1 Year

	Sarathy Motors
	Finance Co- Ordinator
	4 Years


JOB PROFILE:
●Assisting the admin manager in performing the office work.
●Responsible for managing the dealers, and suppliers.
●To manage the inventories and issuance.
●Responsible to check the availability of the stationary and their ordering.
●Checking the receivables with the bills.
●Responsible for managing the bill payment of suppliers.
●To check the working of the technical assets of the company.
●Responsible to get repairs the equipment in case of not working.
●Coordinates with the departmental heads for their requirements.
●Fix up the meetings for seniors.
●To arrange the accommodations for guest of the company

KEY OBJECTIVES  HANDLED :

●Responsible for all aspects of the day to day running of the filing, copying, report writing, and invoicing jobs.
●Collecting and mailing correspondence
●Maintains supplies by checking stock to determine inventory levels
●Placing and expediting orders, verifying receipt, stocking items, delivering supplies to work stations
●Responsible to handle the telephone enquiries.
● Make daily work plan of seniors with proper timing.
●Provide general information to the customers.
● Manage the daily incoming of the customers.
●Manage the documents in proper way.
● Handle all the other responsibilities related to the job.

ACHIEVEMENTS:

●  Team Co-Ordination & Achieved the Sales Targets Top level in  Kollam Location for LARSEN& TOUBRO LTD

SKILLS :
●Good coordinator.
●Team work.
●Sound knowledge of computer.
●Good command over handling the documents.
●Can manage multiple tas

COMPUTER PROFECIENCY

● Excellent Use of M.S.Office
● Excellent Use of M.S.Excell
●Proficient in use excellent use of computer

DEMOGRAPHIC DETAILS:



Date of Birth


:
04.01.1991

Marital Status


:
Married

Natitonality


:
Indian

Languages Known

:
English,Hindi,Tamil,Malayalam

Hobbies



:
Internet surfing, reading

Interested


:
Internet Surfing& reading

Strength



:
Good Team Player And Adaptive in nature

Mobility



:
Anywhere

DECLARATION:

I hereby affirm that the information in this document is accurate and true to the best of my knowledge.

Date:  04.01.2017    


       






Place:  Abudabi                                                                                                   


