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Administrative Office Assistant
OBJECTIVE

Being a committed team player, want to be a part of a renowned organization, to contribute towards the growth of the organization, based on my personal capabilities by learning from the new exposure within the structured framework of the organization.

EXPERTISE SUMMARY

· To be an asset to the organization I serve.
· Desire to learn new things. 
EXPERIENCE
· OFFICE ADMINISTRATOR
Supporting the director of the business by providing administration support for their roles. 
DUTIES:-
· Manage customer accounts and financial administration.

· Processed correspondence in responses to customer complaints.

· Organized and managed all the day to day work.
COMPANY NAME

:    SWAPNA DRUGS

DURATION


:    JAN 2016- TILL DATE

·    ACCOUNTS ASSISTANT

Over 4.9 years of experience in the fields of cash handling, office assistant, data entering, with in depth knowledge and hand on experience in office administration.

COMPANY NAME       :    TRUST PHARMACEUTICALS, ERNAKULAM
DURATION                :     MARCH 2011- DEC 2015
Job profile
· Responsible for maintaining the records of office inventory.

· Checking the availability of stock and other required things and ordering for them.

· Coordinating with the dealers, Suppliers and vendors.

· Maintaining the documents records.

· Assisting the admin manager in planning and executing the events and other activities in  organization.

· Responsible for checking the cleanliness of office.

· Responsible for checking the office’s assets are in good condition.

· Responding the mails.

· Responsible for handling the petty cash and keeping the record of expenses.

EDUCATIONAL QUALIFICATIONS: 
· Graduation

: B A Economics, Sacred Heart College, Thevara
· Intermediate

: Plus Two Arts, Kendriya Vidyalaya no.1 Kochi.
· Matriculation

: Kendriya Vidyalaya no.1 Kochi.

SKILLS
· Office management.

· Administrative support.

· Team work.

· Strong organizational, administrative and analytical skills.

· Excellent spelling, proofreading and computer skills.

· Ability to maintain confidentiality.

· Hard working and loyal.
COMPUTER PROFICIENCY
· MS Office – Word, Excel, Power Point, Internet & E-mail operations.

· Office Secretarial course, Office Automation.

· Data Entering.

HOBBIES



· Listening Music.

· Travelling. 

STRENGTH
· Hard working

· Optimistic
· Sincere
DECLARATION
I do hereby declare that the information furnished in my curriculum vitae above is true to the best of my knowledge and belief.



