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OBJECTIVE:
Aim to be associated with a progressive organization that give me the scope to apply my knowledge and best my skills towards the development of the organization and to involve as a part of the team that dynamically works towards the growth of the organization. 

WORK EXPEREINCE:
Worked as a Data Entry Operator in Edenred Corporate Services, Chennai – India from Jan 2010 to June 2014
Duties and Responsibilities
· Letter drafting  to different departments

· Data Entry, Typing, Layout setting in computers

· Filling of documents and Letters

· Receiving daily mail and filling in Inward and Outward Register

· Receiving letters and requests from the different departments and follow up them through letters, telephone and in personal till completion of the formalities from the concerned departments.

· Document clearing from the government and Non-government departments

· Making Archives for files.
Duties and Responsibilities
Worked as an Office Assistant in Manappuram General Finance and Leasing Ltd Services, Chennai – India from Dec 2008 to Dec 2009
· Shall be responsible for maintaining all the registers and book of accounts of the branch, and maintenance of day book of the branch.

· Internal auditing.

· Accepted and processed customer deposits and loan payments.

· Maintained and balanced a cash drawer.

· Vouching, Analysis, Finalization & Review of the financial statements.

· Preparation of Auditors Report and relevant Annexure.

· Evaluation of Statutory reports calculating & finalizing.
ACADEMIC QUALIFICATION:

· B.A (Bachelor Of Arts) – Madras University, Chennai – India
· H.S.C (Higher Secondary  School)

· S.S.L.C (Secondary School Leaving Certificate)
IT Skills Profile
· MS excel, MS word, MS Access, Power Point
· Efficient in internet
 PERSONAL ATTRIBUTES:
· Represented College Football Team.

· Good interpersonal and communication skills.

· Ability to Adapt to new environments and willingness to learn.

· Hardworking loyal and honest.

· A record of having, Aggressive and ambitious with a strong desire.

· Self Motivated, Aggressive and ambitious with a strong desire.

· Interested in Social Activities and Member in YRC and NSS.
ACHIEVEMENT: 

· Accumulated valuable information while working with diverse software 

· Gathered knowledge how to process data accurately 

PERSONAL PROFILE:
Nationality

:
Indian 


Gender 

: 
Male

Date of Birth

: 
07/03/1986

 Marital Status
: 
Single

Languages

:
English, Malayalam and Tamil

Visa Status

:
Visit Visa

DECLARATION: 

I declare that the above facts given by me are true to the best of my knowledge and belief. 
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