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PERSONAL PROFILE

· Highly organized and dedicated with positive attitudes.

· Able to handle multiple assignments under pressure and ensure consistency.

· Have excellent written, oral and interpersonal communication skills.

· Industrious, self motivated and cooperating, ready to embark on challenging tasks and ever willing to be a part of the company.

SKILLS & ABILITIES

· Extensive care in servicing customers, both in-person and by telephone, in the corporate industry. 

· Independent self-starter Superior communications skills in dealing with customers, co-workers, and employees. Both verbal and written skills are strong. 

· Well-organized and highly efficient working in a multi-tasking dynamic environment. Ability to plan, organizes, and supervises the work of others. 
· Diary management, general secretarial activities, support and administrative services.
PROFESSIONAL EXPERIENCE 

SRI KRISHNA WORKS  INDIA
· Administers the company’s personnel policies and procedures. 
Maintain updated records, status change of employees, new employees, and probation.
· Prepares personnel reports as requested by superiors. 
· Handle all employees’ grievances and reports to his superiors along with his necessary recommendations. 
· Ensures compliance of staff procedures with the company policy 
· Supervises the receipt of new employees for departments and initiates the recruitment process. 
· Ensures that all new employees are acquainted with the company’s rules and regulations. 
· Ensure smooth processing of the monthly payroll with high accuracy, and ensure timely payment in co-ordination with Accounts Department. 
APART FROM THIS I HAVE TEACHING EXPERIENCE IN CAMPUS INSTITUTE KARAMA DUBAI FOR MANAGEMENT STUDENTS AS A PART TIMER.
 VISA STATUS

I am currently on a resident visa 

Validity
:
Up to 2010

Nationality
:
Indian
 

SOFTWARE PROFICIENCIES

Operating Systems

:
Windows, MS-DOS

Programming Languages
:
C, C++, COBOL

Data base


:
RDBMS
A complete knowledge in PC Software

Current employment

MAF (MAJID AL FUTTAIM )

I am working in the MAF  from 7/10/08 -6/11/08 as a temp staff for the finance department as the finance administrator
1) Working with JDE making PDC entry

2) Receipts and invoice preparation

3) File management

4) Preparation of cheque deposits and forms

5) Sorting receipts with the finance and the lease depts.

6) Check seals and signed MRI data for the mall management

7) Telephonic contact with tenants for the mall management

These were the job done as a finance administrator

EDUCATIONAL QUALIFICATIONS

· Master of Business Administration (MBA) Major – Human Resource
2006-2007           Institute of correspondence education, Chennai   University Of Madras 

· Bachelor of computer applications (BCA)

2002-2005           SRM College Of Arts and Science, Chennai         University Of Madras

PERSONAL PROFILE

Date of Birth

:      
16th OCT 1984
Nationality                  
:      
Indian
Marital Status

:
Married
Languages Known
: 
English, Tamil & Hindi
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