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JOB OBJECTIVE
                 To take up a challenging role in an esteemed organization, where I can contribute with my existing skill-sets and also have opportunities to learn new skills and grow with the organization. 
PROFESSIONAL SYNOPSIS
· Worked 1+ year work experience with 14 Event Managemant India LTD as Team Leader Operations Head, IT Support & Event Photography (June 2013 – till date)
· Worked 1 year work experience with Bonfire Event Management India LTD as Administration, Operations & Production Executive & IT Support (June 2012 – May 2013 ).

· Worked 2+ years work experience with Impressario Event Management India LTD as Administration, Operations & Production Executive ( June 2010 – May 2012 ).
PROFESSIONAL EXPERIENCE
As TEAM LEADER, OPERATIONS HEAD, IT SUPPORT & EVENT PHOTOGRAPHY : 
· Contribute to staff appraisals & supervision process. 
· Manage staff sickness levels, organising necessary cover on a day to day basis. 
· Facilitate regular staff meetings & Provide necessary organisational information to staff team.
· Provide necessary organisational information to staff team.
· Client Servicing & Negotitation with vendors.
· Fixing equipment, including printers and scanners.

· Testing and servicing Systems.
· Event Photography.
As ADMINISTRATION EXECUTIVE, OPERATIONS & PRODUCTION EXECUTIVE & IT SUPPORT :
· Administrative work overseeing the daily duties of the administrative staff of the area assigned.
· Responsible for creating and sending reports.
· Coordinates and plans the administrative functions of organization unit.
· Fixing equipment, including printers and scanners.
· Testing and servicing equipment.
As OPERATIONS & PRODUCTION EXECUTIVE:
· Event Planning & Schedule the Vendors and other requirements.
· Following Enquiry, Quotations & assigning the vendors.
· Monitoring, controlling & coordination to Production team and Cost, Material & Manpower.
· Cordination with Client for Additional requirements.
· Preparing Billing Invoice submission to clients & Payments to Vendors.

· Material arrangement so as to finish the event in time.

· Coordinating with vendors for problem solving, controlling of manpower.
AREA OF INTERESTS
· BUSINESS ADMINISTRATION, PLANNING & CO-ORDINATION.
· HARDWARE & NETWORKING SYSTEM ADMINISTRATOR.
· PHOTOGRAPHY  & EVENT MANAGEMENT.
STRENGTH

· Problem solving attitude, good communication skills & inter personal skills. 

· Ability to deliver in terms of quality and time.

· Expertise, efficiency, productivity, optimization & search of excellence.

IT & Other SKILLS
· CCNA , MCSE & COMPUTER HARDWARE ASSEMBLING & MAINTENANCE.
· MS Word, MS Excel, MS Outlook & Internet.
· OS – Xp, Vista, Windows 7.
ACADEMIC CREDENTIALS (Highest Degree)
(2007-2010)  Bachelor’s of Business Administration, Periyar University, Salem, Tamil Nadu,  India.
2007   CCNA & MCSE, Indiaoptions.com, Cochin, Kerala, India.
2006
   Diploma in computer hardware, Thyagarajar polytechnic college Alagappa nagar, Kerala, India.
(2005-2007)  HSC Kerala, India (State board)
2005   SSLC Kerala, India (State board)

DECLARATION

 I hereby declare that the information’s furnished above is true to the best my knowledge and belief.
