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AFSAL K.K
Administration officer & SRO
Email Id :– afsalvilayu13@gmail.com
Mobile No :- 0528893686

OBJECTIVE
To work in an organization where innovation and excellence is the way of life, where my full potential will be explored and I will get ample scope for learning and development.

WORK EXPERIENCE
Organization  :  pvt limited, Ernamkulam
	
	Duration
	:
	1.5 years

	
	Designation
	:
	Administration of office affairs and student relationship officer.


· Responsibilities : Supports the office/facilities manager in various office administration duties, including facility and general maintenance services. Performs basic clerical tasks. Operates standard office equipment. Sorts and distributes incoming and outgoing mail. 
Performs administrative and office support activities for multiple supervisors. Also may assist other administrative staff with overflow work, including word processing, data entry. 

JOB ROLES
· Supervise and coordinate activities of staff 
· Interview job applicants 
· Administer salaries and work out leave entitlements 
· Be involved in staff training and development, the preparation of job descriptions, staff assessments and promotions 
· Prepare annual estimates of expenditure, maintain budgetary and inventory controls and make recommendations to management 
· Maintain management information systems (manual or computerised) 
· Locate suitable business premises and negotiate reasonable leasing agreements 
· Provide and maintain business premises and other facilities including plant machinery and equipment 
TECHNICAL SIGNIFICANCE
Outstanding knowledge in MS Office , Photoshop Designing and all other computer operations.
	Networking
	: CCNA (Cisco Certified Network Associate)

	Operating Systems
	: Windows,Linux

	Language
	: PHP, C, C++, Java

	Databases
	: Mysql

	Scripting
	: PHP, HTML, CSS, JavaScript, JQuery

	Web Server
	: Apache Tomcat 6.0.35,Wamp,Xampp



EDUCATIONAL QUALIFICATION
	Exam Passed
	University/Board
	Marks
	Year of Passing

	
	
	
	

	B-Tech (computer science)
	Calicut University
	6.36 SGPA
	March 2013

	
	
	
	

	HSE-computer science
	HSE board
	83.33 %
	March 2008

	
	
	
	

	SSLC
	Kerala Board
	88 %
	March 2006

	
	
	
	



PERSONAL SKILLS
· Professionally well motivated, comprehensive problem solving abilities. 
· Excellent verbal and written communication. 
· Ability to deal with people diplomatically, willingness to learn. 
· Team facilitator. 
· Excellent Communication skill. 
· Above all, a great drive to excel. 

LANGUAGES KNOWN
English, Hindi, Malayalam and Arabic (Read and write)
PERSONAL PROFILE
	Name
	:
	AFSAL K.K

	Father’s name
	:
	HAMZA K.K

	Date of birth
	:
	7/10/1990

	Religion
	:
	ISLAM

	Marital status
	:
	SINGLE

	Sex
	:
	MALE

	Nationality
	:
	INDIAN

	Passport number
	:
	K8525634
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