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OBJECTIVE

To be part of a challenging environment, where I can make meaningful contribution to the company in which I am employed, which will help in my growth and exploration of professional knowledge
Work Experience in india
Organization
: Navneet enterprises,Cochin,Kerala.
Job profile
: Administration and  accounts

Work profile:

· Attendance keeping

· Pf calculation

· Esi calculation

· Bonus calculation

· Bank  transactions

· Contract renewal

· Assisting auditor
Work Experience in dubai

Organization
:  Emirates & India Ship Maintenance LLC,Sharjah
Job Profile
:  Office Coordinator
   

Period        
:  Nov ’10 – Dec ’11
Work Profile: Done coordination job in different department. Functions as Office Coordinator. This multitasking job allows me to grow, be matured and be competent in business sector.

· Meeting up administration tasks as per requirements.

· Follow up payments, maintains effective business relationship with the agents & dealers.

· Handle client’s queries and feedbacks.
· Regularly update and maintains customer data base. 

· Keeping employees records and company assets. 

· Handles calls and promptly forwards them to appropriate person. 

· Fix appointments, make necessary arrangement of meeting and ensure availability of appropriate personnel’s to meet as per schedules time and place.

· Maintaining proper filing both project and admin files.

· Preparing monthly attendance report of all staff. 
ACADEMIC CHRONICLE

· M.Sc Biotechnology, PUNJAB Technical University 2004.

· B.Sc Biotechnology, Calicut University 2002.

· Pre-Degree, Calicut University 1999.

· SSLC, Board of Public Examinations, Kerala 1997.

Additional Qualification

Certification in Secretarial Skills, Nadia Training Institute, Sharjah, U.A.E
COMPUTER SKILLS

Operating System
:  Windows 98/2000/XP

Packages                 
:  MS Office
ACHIEVEMENTS & EXTRA CURRICULAR ACTIVITY 

· Active participation in organizing of activities and programs in the college. 

· Active member of organizing committee and program committee, of a national seminar conducted in St.Joseph's college, Irinjalakuda
PERSONAL PROFILE
Date of Birth
:  19-05-1982

Nationality
:  Indian

Marital Status
:  Married

Visa status
: Residence (Husband Visa-UAE)
.
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