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                                  MUTHUKUMAR
MUTHUKUMAR.181765@2freemail.com                            

· APPLY FOR THE POST: HUMAN RESOURCE / ADMINISTRATION
OVER ALL SUMMARY OF EXPERIENCE
· Experience in executive-level administrative support and customer relations. 

· Dedicated administrative support professional with 2 years providing outstanding support to senior executives.
· Able to working for Flexible time and under pressure situations.
· Over 4 years of Administration and sales Management experience.

· Familiar with MS Word, Excel, In Design, and Internet applications; able to learn new programs.

· Detail-oriented, accurate, and dependable, with an uncompromising work ethic.

· An active listener with interpersonal skills. Strive to understand client needs and provide exceptional results.
WORKING EXPERIENCE
I.SUPER CONTRACTING & GEN.MAINT.CO.LLC 
· Experience  - 20-Jan-2014 to Till date

· Position       - Administration 
· Location      - Abudhabi, UAE
Description:-

Civil construction (Villa & Addition) and General Maintenance works.

Role:-

· Send inquiries for local dealers / suppliers as per material requirement.

· Follow up quotations from the suppliers.
· To issue the Purchasing order and follow the materials to received. 

· Preparing Quotations, LPO & Invoices / bills and maintain the records.
· To calculate Staff over Time and keep records
· Preparing Monthly Staff Salary (WPS System) and maintain the records.
· Handling the records of all staffs (Lab.Card, Emi.id, Visa, Health Insurance and Passport) and 
Processing for renewals / Cancellation etc.

· Handling the records of Company Vehicle documents.(Registration, Insurance and etc)
· Maintain the daily Petty cash & other expenses (Telephone & electricity) also keep records.
· Preparing reports such as Monthly/Weekly Statistic reports.(Receivables & Payables).
· Responsible for the administrative support such as filling and organizing of different company documents, sending and receiving fax messages.
· Maintains office supplies requirements.
 II. SHRIRAM TRANSPORT FINANCE COM LTD 
· Experience     -  2 Years & 2 Months
· Position          - Junior Executive ( Admin & Accounts Officer ) 

· Location         - Tamilnadu,India
Description: 

        To provide the Vehicle finance (four wheeler Vehicles) new & used.
Role: 
i. To Pre-Analyze and Verified the Finance documents (Customer KYC proofs, vehicle photos and customer Signatures, ability to re-pay the finance amount).

ii. To verify the customers and Guarantors details and Loan repayment capacity through Tele calling also all other details are verified finally the finance documents are ready to processing for Loan.

iii. Accounting for all the vehicles from our company will be renew the insurance policy, so continuously monitor the policy exp. date and renewal the insurance policies in all the financed vehicles and informed to customers through Reg. letters.
iv. Preparing policy renewal /cancellation statistical reports and submitted to Head office. 
v. To get feedback for processing loan and vehicle insurance details, insurance claim processing & etc.    
vi. Process and obtaining all the assistance required to enable the vehicle accident insurance claim.

TECHNICAL SKILLS:
· M.S.Office (Word, Excel, PowerPoint and etc.)

LANGUAGE ABILITY:


· English(Read, Write & Speak)
· Hindi ( Speak)

· Tamil (Read, Write & Speak)

AREA OF INTEREST:

· Human Resource Management
· Administration

 EDUCATIONAL PROFILE:
	COURSE
	INSTITUTION
	YEAR

	MBA 


	MANONMANIAM SUNDARANAR UNIVERSITY,TAMILNADU,INDIA
	2008

	BBA
	AYYANADAR JANAKIAMMAL COLLEGE,

TAMILNADU, INDIA


	2006




PERSONAL PROFILE:
Date of Birth              :  
30.JULY.1986
Blood Group               : 
‘O’ Positive

Civil Status                 : Married

Nationality                  : 
Indian
DECLARATION

                I here declare that the information furnished here are true to the best of my knowledge and if I were given an opportunity. I would deliver the maximum effort that I could exhibit.


