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CAREER PROSPECTIVE
To shine in an Organization by working in an team oriented environment and to accept a
challenging position while being innovative and flexible.
EDUCATIONAL QUALIFICATION:
	Examination
	
	
	Discipline /
	
	
	School / College
	Board / University
	
	Year of
	%

	
	
	Specialization
	
	
	
	
	
	
	
	Passing
	
	

	BBA
	
	
	Business
	
	
	THIAGARAJAR
	Madurai Kamaraj
	
	2010
	51.33

	
	
	Administration
	
	COLLEGE, Madurai
	University
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	MRR. MAVMM
	
	
	
	
	
	

	+2
	
	Accountancy
	
	
	Higher Secondary
	State Board
	
	2007
	68.5

	
	
	
	
	
	
	
	
	School
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	MADURAI COLLEGE
	
	
	
	
	
	

	S.S.L.C
	
	Matriculation
	
	
	Higher Secondary
	State Board
	
	2005
	47

	
	
	
	
	
	
	
	
	School
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	IT SKILLS:
	
	
	
	
	
	
	
	
	
	
	
	
	

	OFFICE AUTOMATION (Tally 9.0, M.S. OFFICE)
	SEPTEMPER 2010
	
	
	
	

	Apollo Computer Educations , India
	
	
	
	A (Grade)
	
	
	
	

	WORKING EXPERIENCE
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Company
	
	
	Designation
	
	From
	To
	
	
	Period
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	Executive-
	
	
	
	
	
	
	
	

	
	
	Admin
	
	
	01/10/2013
	31/12/2014
	
	15 Months
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Nature Of Job:
	
	
	
	
	
	
	
	
	
	
	
	
	

	 Follow ping the plan Approval for the site (online Government Web Portal).
	
	
	
	

	 Verifying and Records the invoices and the bills of the site.
	
	
	
	
	
	

	 Issuing Salary for (Daily Wages) Workers on Weekly Basis.
	
	
	
	

	 Monitoring the site Works and Reporting.
	
	
	
	
	
	



	Company
	
	
	Designation
	
	
	From
	
	
	To
	Period

	
	
	
	
	
	
	
	
	
	
	
	

	Adecco India
	
	Processing Executive
	
	15/07/2013
	
	17/09/2013
	2 Months

	Madurai
	
	
	(Payroll)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	Nature Of Job:
	
	
	
	
	
	
	
	
	
	

	 Salary Processing For Contract Employees.
	
	
	
	
	

	 Joining formality for the contract Employees and issuing offer letter.
	

	 Receiving the Input Attendance from the clients.
	
	
	
	
	

	 Calculation PF & ESI as Per Salary Basis.
	
	
	
	
	

	 Issuing pay slip and renewal order as per the contract.
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Company
	
	Designation
	
	
	From
	
	
	To
	
	Period

	
	
	
	Probationary
	
	
	
	
	
	
	
	

	Aparajitha Corporate
	
	Associate-
	
	
	
	
	
	
	
	

	Services Limited,
	
	Personnel
	
	02/01/2013
	22/06/2013
	
	6 Months

	Madurai.
	
	(Payroll
	
	
	
	
	
	
	
	

	
	
	
	Service)
	
	
	
	
	
	
	
	

	Nature Of Job:
	
	
	
	
	
	
	
	
	
	

	 Salary Processing For 1500 Contract Employees (ABB).
	
	
	

	 Receiving the Input Data from the Front End Executives.
	
	
	

	 Process Salary Through Software And Verify The Documents To Send.
	

	 Calculation PF & ESI as Per Salary Basic.
	
	
	
	
	

	 Processing Full and Final settlement of the Employees.
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Company
	
	Designation
	
	
	From
	
	
	To
	
	Period

	Jas Info Tech
	
	Associate
	17/06/2012
	31/12/2012
	
	6 Months

	Madurai
	
	-Admin
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Nature Of Job:
	
	
	
	
	
	
	
	
	
	

	 Handling client’s queries and doubts about the product.
	
	
	

	 Maintaining the Day to Day Expenses of company
	
	
	
	
	

	 Co-ordinate the Sales Representatives.
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Company
	
	Designation
	
	
	From
	
	
	To
	
	Period

	T.V.Sundaram Iyengar
	
	Data Entry
	
	
	
	
	
	
	
	

	& Sons, Madurai
	
	Operator
	
	11/04/2011
	31/05/2012
	
	13 Months

	
	
	
	(Inward)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Nature Of Job:
 Making Of GIT (Gate Entry Process).
 Verifying VAT or CST Price of the Product against Order According To the Invoices.  Final Making of Good Receipt Making (GRN).
 Making Bill against the Order from the Customer.


	LINGUISTIC SKILLS
	

	To Speak
	:
	Tamil & English

	To Read & Write
	:
	Tamil & English


PROJECT
ATTITUDE AND COMMITMENT OF ADMINISTRATION WORKERS
	Client
	:
	Madurai Kamraj University

	Team Size
	:
	1

	Company
	: T.V.Sundaram Iyengar & Sons

	Environment
	: Employee Attitude and Commitment Towards

	
	
	Work

	Role
	: Researcher

	Responsibility
	: Statistical Analysis & Problem Identifying.


AREA OF INTEREST
· ADMIN 
· HR 
EXTRA CURRICULAR ACTIVITIES
· Actively participate in Blood donation camp 
· Surfing Net 
· Reading Books 
	PERSONAL DETAILS:

	Nationality
	-
	Indian

	Marital Status -
	Single

	D.O.B.
	-
	17.01.1990
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