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Jithin 
Email:  jithin.346777@2freemail.com 

Career Objective

With over 4 years of experience in Administrative Assistant, I would like to seek more responsibilities where I can demonstrate my keen analytical ability as well as my leadership qualities. I am well versed in all aspects of Administrative, I would like to try new avenues where this knowledge can be taken forward and will result in a mutually benefiting relationship


	Education
	

	Plus Tow
	Ramakrishna Matric Hrc.Sec School (Chennai) (2009)

	B.Com (Computer Application)
	J.H.A.Agarsen College (Chennai) (2009 – 2012)

	
	
	(Finance)
	Bharathiar School of distance education

	
	MBA
	
	

	
	
	
	

	Employment History
	


May 2012 – January 2014: Admin support

Pablo Earth Movers and Excavators P/L

Anna Nagar, Chennai

March 2014 – December 2016: Administrative Assistant
Akzonobel India limited (Dulux Paints)

Thrissur

Responsibilities:
· Performed various secretarial/clerical duties such as documenting, photocopying, faxing, mailing, and organizing filing system.

· Answered telephones and transferred calls to appropriate staff members.

· Sorted and distributed incoming communication data, including faxes, letters and emails.

· Monitored and maintained the organization’s website.

· Interacted with organizational staff, executives, clients, vendors and visitors on a daily basis.

· Organized the scheduling of meetings, conferences, and events; distributed minutes for them.

· Coordinated agendas for meetings with visitors and clients– arranged guest and travel accommodations.

Skills

	Category
	Name
	
	Proficiency
	Yrs
	Last Used
	

	
	
	
	
	Experience
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Accounting/Billing
	SAP
	
	Advanced
	2+yrs
	use currently
	

	
	
	
	
	
	
	

	Administrative
	MS Office
	
	Advanced
	6+ yrs
	use currently
	

	
	
	
	
	
	
	

	Administrative
	Microsoft Outlook
	
	Intermediate
	3+ yrs
	use currently
	

	
	
	
	
	
	
	

	IT
	Internet Explorer
	
	Advanced
	6+ yrs
	use currently
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Personal Details
	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	

	Date Of Birth:
	03 AUGUST 1991
	
	
	

	
	
	
	
	
	

	Nationality:
	INDIAN
	
	
	
	

	Gender:
	Male
	
	
	
	

	Marital Status:
	Single
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	



Reference
Available on request

DECLARATION

I hereby declare that the above particulars are true and correct to the best of my knowledge and belief and in the event of any incorrect, my candidature will be liable to be canceled.

