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NIGIMOL
E-Mail: nigimol.210715@2freemail.com 

Seeking assignments with an esteemed organization that offers highly engaging and supportive work environments, in the field of Office Administration / Commercial Operations / Finance Management / Marketing, which demands the best of my professional ability, in terms of technical and analytical skills and provides opportunity to improve my skills and knowledge, to grow along with the organizational objective.

PROFILE SUMMERY

· A result oriented enterprising Business Administration professional with over 1 year of experience in end-to-end management of small and medium size projects, who is willing to explore, innovate and learn in the competitive scenario. 
· Expertise in: 
	- Finance
	- Management
	- Operations

	- Office Administration
	- Report generations
	

	- Cost analysis
	- Marketing
	


· Expertise in managing overall projects encompassing planning, monitoring, controlling, resource administration, delivery coordination and proper documentation of material facts. 
· Dealt in managing contracts involving bid formulation, bid evaluation, negotiations, placements of order, following up, monitoring, expediting, arranging inspection & dispatch, finalization of rate contracts and coordination among suppliers, contractors, clients & consultants 
· Proven ability to encourage, develop and participate in teamwork. Ability to deal with people diplomatically, hard worker, leadership qualities. 
· Comprehensive problem solving abilities, great time management. 
· Excellent verbal and written communication skills, fluent in English, Hindi, Malayalam. 
· Determined, good grasping power, strong analytical aptitude, highly creative and inquisitive. 
· Decision making ability, ability to work independently, good interpersonal and organizational skills. 
· Excellent multi - tasking skills, Quick learner of new software applications, Excellent presentation skills, Confident, Optimistic and Self-Motivated. 
· Manage the office administration and filing of documents. Handling any transactions, Management and employee information with the up-most sensitivity and coordinate for necessary storage or sending of this information in a secure and timely manner. 

PROFESSIONAL EXPERIENCE

	1.  Marketing Assistant, NATIONAL SMALL INDUSTRIES CORPORATION (NSIC).
	http://www.nsic.co.in/

	From 1st Aug 2015 – 31st July 2016 in Kochi , India.
	


National Small Industries Corporation (NSIC), is an ISO 9001-2008 certified Government of India Enterprise under Ministry of Micro, Small and Medium Enterprises (MSME). NSIC has been working to promote, aid and foster the growth of micro, small and medium enterprises in the country. NSIC operates through countrywide network of offices and Technical Centers in the Country.
Job Profile
· Bank Guarantee renewal processing which includes drafting renewal bank guarantees, sending applications. 
· To prepare invocation letters. 
· Scan original bank guarantee documents. 
· Maintaining renewal register and updating them accordingly. 
· Double checking of scanned bank guarantee documents in our database. 
· To prepare branch office and zonal office bank confirmation letters. 
· To follow up with clients. 
· Email and courier schemes and services to clients. 
· Udyog Aadhaar registration process and updation on MSME Databank 
· Monthly Bank Reconciliation. 
2. Trainee Executive, MANGALA MARINE EXIM INDIA PRIVATE LIMITED, Kochi, India. 
November – 2014 (UNIT -2, BHATSONS AQUATIC PRODUCTS, AROOR)

http://www.mangalagroup.com/
Mangala Marine Exim India Private Limited is headquartered in India. The Company's line of business includes preparing fresh and raw or cooked frozen fish and other seafoods and seafood preparations, such as soups, stews, chowders, fishcakes, crabcakes, and shrimp cakes.
Job Role
· To study how pre-processing is done on various marine products 
· Quality control techniques 
· Packaging 

DETAILS OF ACADEMIC PRESENTATION, TRAINING AND SEMINARS

· Presented a paper at BHARATA MATA COLLEGE on the topic “Corporate Social Responsibility of Tata Consultancy Service” in the National seminar held by the Department Of Commerce, on 5th February 2014. 
· Participated for National Seminar on Indian companies Act 2013 An Introspection, held at Albertian Institute of Management on 21st March 2014. 
· Attended an Orientation Training in Financial Markets at DOHA BROKERAGE and Financial Services Ltd conducted from 5th January 2015to 9th January 2015. 

EDUCATIONAL CREDENTIALS

	
	Course
	
	Institute
	
	University
	Year
	
	

	
	
	
	
	
	
	
	
	

	
	MBA
	
	Kerala University of Fisheries and Ocean
	
	Kerala University of Fisheries and Ocean Studies, India
	2015
	
	

	
	(Finance)
	
	Studies
	
	http://www.kufos.ac.in/
	
	
	

	
	
	
	
	
	
	
	
	

	
	BBA
	
	St. Teresa’s Centre for Management and
	
	Mahatma Gandhi University
	2012
	
	

	
	
	
	Business Studies, India
	
	https://www.mgu.ac.in/
	
	
	

	
	
	
	
	
	
	
	
	



COMPUTER SKILLS
	Operating System
	:
	Windows

	Office automation
	:   Proficient In Microsoft Office Suite

	Others
	:
	Tally



PERSONAL DETAILS


	Date of Birth
	:
	06 February 1990

	Sex
	:
	Female

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Languages known
	:
	English, Malayalam

	Hobbies
	:
	Singing, Dancing

	Visa Status
	:    Resident visa, under Husband’s sponsorship.

	
	
	


