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	Educational Profile:

MASTER OF SCIENCE

Year Of Passing      :  2005
Percent. Of Marks  :   70.4
University                :   Calicut, Kerala

Country                     :   India.
Professional  Attainments:

Course                      :   Microsoft Office.

Year                           :   2004
Duration                  :   3 Months.

Personal Dossier:

Sex                              :   Male

Date Of Birth            :  09.01.1983

Mother Tongue       :  Malayalam

Languages Known  :  English, Hindi

Marital Status          :  Married

Nationality               :  Indian

Driving License       :  Valid Qatar License

Other Information:

Visa Status               : Visiting

Visa Expiry              :  05.10.2014

 Passport Details:

 Place of Issue           :  Doha
 Validity                      :  06.08.2024

	OBJECTIVE

To seek a challenging position in a progressive organization that gives me   the opportunity to utilize my skills, knowledge and experience in accordance with the latest trends in the industry.

SYNOPSIS
· Total 4.0+ Years in Office Administration.

· Involved in Administration, Supervising & Co-ordination.

· Talented and Energetic graduate with skills in HR and Procurement.
· Well versed with Office equipment and computer applications.
PREVIOUS PROFILE

Working as Administrative Assistant in Advertising Company, Qatar.

COMPUTER PROFICIENCY
Operating Systems             :   MS-Windows Xp, Vista, 7,8
Office Packages                   :    Microsoft Office Tools 
Accounting Packages        :    Tally, Peachtree.

Keyboarding                        :     45 wpm
SKILLS
· Excellent oral and communication skills.

· Detail oriented and works with a high degree of accuracy. 
· Well organized, punctual and efficient in the entrusted duties
· Excellent working knowledge of all Microsoft Office packages.
· Well versed with accounting Software Tally
· Ability to multi task and managing conflicting demands.
CERTIFICATIONS & AFFILIATIONS

· Diploma in Office Secretaryship from accounting professional Society, Kerala, India - 2005 


	
	
	
	


WORK EXPERIENCE
· From  June 2010 to August 2014
Post     :  Administration & Secretarial
Firm    :  Advertising Company, Doha, Qatar.

Roles   :  Administrative activities and management.

Responsibilities:
· Assisting with all aspects of administrative management, directory maintenance, logistics, equipment inventory and storage

· Sending out and receiving mail and packages.
· Process, verify, and maintain documentation relating to personnel activities such as staffing, recruitment
· Maintains employee information by entering and updating employment and status-change data.

· Maintains employee confidence and protects operations by keeping human resource information confidential
· Developing design briefs by gathering information and data through research 

· Manage the Invoice generation Operation & Credit Control.

· Prepare Payment voucher, Journal voucher, credit voucher, debit voucher

· Reviewing, controlling customers credit limit, receivables etc. and to take action.

· Bill tracking raises queries and / or discrepancies.

· From May 2008 to March 2010
Post     :  Office Assistant
Firm    :  KRP Sons General Trading Co, Kerala- India.

Roles   :  Managing the group, activities and Supervising.

Responsibilities:
· Communicate with customers, employees, and other individuals to answer questions, 
· Disseminate or explain information, take orders and address complaints.

· Answer telephones, direct calls, and take messages.

· Compile, copy, sort, and file records of office activities, business transactions, and other activities.

· Collect, count, and disburse money
· Do basic bookkeeping and complete banking transactions.

· Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers.

· Served as a receiver of mail or correspondence for the work unit or area. 
· From 1st May 2006 to 30th March 2008
         Post     : Teacher 

         Firm    : Carmel Central School, Valapad, Kerala, India.

         Roles   :  Managing the group, activities and learning.

        Responsibilities:

o
Preparing lesson plans, teaching classes and evaluating student progress.

o
Encouraging students and acting as teacher–advisors for students.

o
Supervising the Students work in Physics Lab and assist in selecting equipment for lab experiments.

o
Maintaining discipline in the classroom and Laboratory. 

o
Running extracurricular sports, clubs and activities (voluntary).

o
Communicating with parents about students’ progress.
INTERESTS AND ACTIVITIES

· Sports - Football, Cricket

· Music
· Cooking
REFERRENCES

Available on request.
	DECLARATION


I hereby declare that all the details furnished above are true to the best of my knowledge & belief. 

