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	OBJECTIVE:
    My objective is to grow to the fullest of my potential, by contributing the maximum to the organization where I work and also to excel in my area of expertise which is      Data Entry Operator

	

	QUALIFICATION:


	· B.Sc., Computer Science from Bharathidasan University, Tamil Nadu-India
	


	Achievements
	

	

	· Promoted in job responsibilities due to excellent efforts and outstanding performance demonstrated in various work profiles. 

· Successfully met and surpassed set sales targets of the company. 

· Displayed abilities in handling problems as opportunities and dealing with difficult challenges.

· Consistently demonstrated resourcefulness and initiative in performing accounting duties and sales and customer service within diversified industries.
· Established and maintained strong relations with clients, colleague and management. 


	Work Experience




Document Controller



       
               (Oct 2013 to July 2014)

Med Agency, Tamil Nadu - India

Customer Service Associate                   

               (May 2012 to July 2013)
First Source Solution pvt Ltd, Chennai – India
Archives Clerk



                                     (Jan 2011 to Apr 2012)

 Reliance Company Ltd, Chennai-India
Data Entry Operator





    (Sep 2009 to Dec 2010)

Weizmann Forex Ltd (Western Union Money Transfer), Tamil Nadu-India

	Areas of Expertise

	

	· Provide administrative support to sales staff

·  Research and relay prospective opportunities

·  Manage office supplies related to sales and marketing functions

·  Assist with preparing internal sales reports

·  Manage sales quota according to departmental procedures

·  Oversee maintenance of office equipment

·  Coordinate projects between departments

	

	IT Skills
	

	 Skills
	

	

	· Advance Concepts of Information Technology

· Proficient in MS Office Suite (Word, Excel & Power point), E-mail and Internet

· Having good knowledge of labour rules and regulations.

· Having good skills in Photoshop

· Good computer skills

· Good communication and presentation skills

· Having bold nature

· Team spirit and facilitating nature

· Can easily get adjusted to changing work environment

· Prefer doing the things right first.


	Miscellaneous Information
	


English      
 

:   Read, Write and speak 
Malayalam      
  

:   Speak
Tamil



:   Mother language
	Personal Details
	

	

	Nationality
	:


	Indian

	Marital Status 

Date of Birth               
	: 
:
	Single

19 – 06 – 1988

	
	
	

	Visa Status
	: 
	Visit visa

	
	
	

	Declaration
	

	 I hereby declare that the particulars of information and facts stated here in above are true correct and complete to the best of my knowledge.




[image: image1.png]


[image: image2.wmf]
Strengths





Influential nature


Professionalism.


Advanced communication skills


Skills in Excel, Word, PPT


Strategic relationship-building.


Moderate self monitored person


Maintain good relationship with others


Sincere and true to words
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