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                              VISIT VISA 
                      HR/ADMIN
SUMMARY OF QUALIFICATIONS
A. secondary school leaving certificate (Karnataka state secondary board)
B.  Pre-university course commerce in computer’s (Karnataka state Pu board)
C. bachelor of computer application - specialized in computer application (Bangalore University)
                                   D. Master of computer application – specialized in computer application (Bangalore University)
COMPETENCIES
MS skills (Excel & Word), Strong focus on Customer & Clients, Communication skills, Strategic thinking,    

                                            Records Management &Team work
WORK EXPERIENCE
Software developer – ECIL, Bangalore INDIA (6 Month)
Hr Executive – Oppo mobile, Bangalore INDIA   (2years)
               CURRENT JOB PROFILE
     Analyzing the Invoice Checklist
     Preparation, Verification and approval of Invoices.
     Creation of Vouchers in ms word 
     Cross verification of Cheques and issuance.
     Creation of pay scale in excel file
     processing of general details related to accounts.
     Client relationship for payments collection and submission of details
     Team mate work profile
     Presentation – MS Power point 
     Training of various profile to new staff


                                                                    CERTIFICATIONS

· Masters In Computer Application - Bangalore University, India
· Certificate Of Training –  In Team Management System
· Certificate Course In Software Developer – ECIL Ltd
· Certification In Leadership – Dynamic Skills Integrated Program
· Center For Innovation  And Leadership –  Personal Rooming And Etiquette
· Center For Innovation And Leadership –  Interpersonal Skills And Working In Teams
· S S Bright Computer Of Education – Diploma In M S Word, Excel, Power Point
                                                                  PERSONAL ATTRIBUTES

  Attention to detail.
  Punctual and reliable.



  Ability to cope and work under pressure.
  Good written and verbal communication skills.
  Able to work as part of a team.
  Having a patient outlook.
  Ability to multitask and manage consisting demands.
  Ability to priorities tasks.
PERSONAL DETAILS


· Date of birth                :    22-05-1992

· Sex                                 :    male

· Language                      :    English, Hindi, Kannada.
· Marital status              :    single 
