	Santhosh
Santhosh.345774@2freemail.com  


	[image: image1.jpg]





Objective

To obtain a challenging and fulfilling position that will allow me to utilize my administration and interpersonal skills and be an asset to my employer.
Education

graduation | APR 2013 | indian army

· Major: Staff co-ordination and Staff Duties.
pre-digree | March 1991 | mahatma gandhi university

· Major: Accountancy & Commerce

Skills & Abilities

Management

· Supervision of staff duties comprising 10 clerks. Responsible for the filing of day to day correspondence and preparation of their reply through staff work.
payroll

· Handled pay rolls activities for 300 employees and ensure correct payments thereof.
documentation & filing

· Performed document scanning procedures and logged them into the Organization’s computer system format for review by other internal departments and node-wise offices. Type confidential letters for senior officers and correct disposes thereof.
Microsoft office

· Proficient in MS Office

· Types 80 WPM

Experience

havildar | indian army | aug 1996 – may 2013

· Handled pay rolls activities for 300+ employees and ensure correct payments thereof.
· Analyzed career profiles of employees and prepared recommendations for promotion as well as posting for suitable places.
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· Preparation and compiling reports and returns regarding personnel’s and equipment’s
· Liaised with vendors to order and maintain inventory of office supplies.

· Served with the Indian Army as a Non Commissioned Officer (Office Clerk) at various level from unit to Army Headquarters.
· Performed the duties of Personal Assistant to General Officer at Army Headquarters which involves security (Personnel, Information & Materials) and various administration aspects of the General Officer.

Certificates

· Security Officer from Institute of Industrial Security.

· National Certificate in Modular Employable Skills from National Council for Vocational Training.

· Graduation from Indian Army.

· Security Training Certificate from Indian Army.
Visa Info

Tourist Visa expiring on 07 May 2017.
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