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                            CURRICULUM VITAE
   Devadasan
Email: devadasan.375186@2freemail.com 
Objective:
 To work in a stimulating environment where I can apply & enhance my knowledge, skill to serve the firm to the best of my efforts.
Carrer Summary:

A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding Human resource management, Administration and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of Human resource and Administration activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment.
Position Applied for:     Customer Service / Office Administration / Data Entry
OFFICE ADMIN offering versatile office management skills and proficiency in Microsoft Office programs. Strong planner and problem solver who readily adapts to change, works independently and exceeds expectations. Able to juggle multiple priorities and meet tight deadlines without compromising quality.

Working Experience:
1. Four years’ experience in STERIMED INC   as Office Administration.. (2013  to  2017) 
2. Two Years experience in RUSIYA GOLD & DAIMONDS as Office Manager (2010-2012)

PERSONNEL & ADMINISTRATION OFFICER
Responsible to provide support to management and staff on a range of Human Resources(HR) and Administration Management functions, which include Recruitment, Accommodation arrangements, Staffing, Payroll Administration, Supervision of Travel arrangements, Training arrangements, Employee Medical insurances, Fleet management etc.
• Oversees and administers the day-to-day activities of the Head office and project sites.

• Handled multifaceted clerical tasks (e.g., data entry, filing, records management and billing) as the assistant to the registrar and admissions offices. Coordinated travel arrangements, maintained database and ensured the delivery of premium service to customers. Quickly became a trusted assistant known for “can-do” attitude, flexibility and high-quality work. 
• Plan, direct, coordinate, and review the work plan for assigned staff; assign work activities, projects, and programs; review and evaluate work products, methods, and procedures meet with staff to identify and resolve problems.
• Responsible for providing an efficient and professional administrative and clerical service all employees to facilitate the  efficient operation of the organization.        
• Working as info-hub between Management and project Site for providing administration related information and supervising administrative activities.

• Coordination with various Site administrative Officers for daily activities like employee mobilization, 
demobilization, salary issues, planning employees leave schedule and arranging suitable replacements etc.

· Processing of Leave Applications, Ticket Booking, Leave Settlement, Duty Resumption & management of Passports of all employees.
· Preparing monthly manpower summary and monthly new arrival reports.

· Supervision of general administrative services like house –keeping, security, access controls, asset management, IT coordination and stationary and managing repair, maintenance & replacement of office equipment’s, appliances and miscellaneous office maintenance works.

· Participates in the activities of assigned units and activities at all functional levels as needed, and may temporarily perform the duties of a colleagues/ subordinate in an emergency, or while the colleagues/subordinate is on leave.

· Supervising the work of office juniors and assigning work for them.

· Providing training and orientation for new staff.

· Organizing travel and accommodation arrangements.

· Resolving administrative problems.

· Maintaining a clean and enjoyable working environment

· Handling external or internal communication or management systems

· Organizing, arranging and coordinating meetings

· Sorting and distributing incoming and outgoing post

· Developing & implementing admin policies & procedures to improve efficiency.

· Dealing with correspondence.

· Raising of purchase orders and invoice tracking.

· Maintaining & developing the office filing systems both on paper and computer.

· Ensuring that any concerns or complaints are dealt with appropriately.

· Establish and maintain supplier accounts

· Reporting to Administration Manager
QUALIFICATIONS:

· Graduation in BSC (Bachelor of Physics in 2008)
· Course completed in Animation

· Course completed in MS Office & Tally

· Higher Secondary Education (12th)

Knowledge in Computer
Comprehensive knowledge of Microsoft Word, Outlook, Excel, power point  and Access.

Language Proficiency:

English, Malayalam, Hindi, Tamil.

AREAS OF INTEREST:

1) Cricket

2) Badminton  & Foot Ball
PROFESSIONAL  SKILLS:

· Ability to work independently and energetically.

· Efficient interpersonal skills i.e. ability to interface with the targeted customers.

· Posses excellent communication skills – written, oral and presentation.

· Hardworking, sincerity and consistency in the work.
· Punctual and reliable.

· Can work without supervision.
· Ability to cope and work under pressure.

· Good written and verbal communication skills.

· Able to work as part of a team
Personal Information:

Age



:  34years
Date of Birth    

:  30/05/1984
Marital Status 


: Married
            Visa Status                              : Visit visa 
I hereby declare that the above furnished details are true and correct to the best of my knowledge. 


Devadasan.
