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Career Objective:

 To pioneer my skills and find myself developing in pace with the present day technology, gaining knowledge and experience while being resourceful.
Education Profile: 

· Passed – Bachelor in Business Administration – Dr. CV Raman University

· Passed with good marks in Diploma in Office Administration from NILEM

· Passed a Course in Tally (Financial Management) from BSS

· Passed Plus Two from Delhi Board

· Passed in S.S.L.C Examination 
Computer Skills :

· Well-versed with Windows, 
· Ample Knowledge of MS Word, MS Excel and other Microsoft Software
· Well versed with Tally Software

· Well versed with Internet operations.
Driving Skills
Holder of Valid Indian Light Vehicle Driving Licence
Work Experience 
1. AUGUST 2013 TO APRIL 2014
Worked in Dream Zone (School of Creative Studies), Kerala India
Position Held – Marketing Executive
Job Responsibilities

· Drive new business in a high transaction environment

· Achieve monthly, quarterly and annual goals.

· Make high volume of calls responding to qualified leads.

· Uncover customer needs using a solution sales approach.

· Successfully delegate job tasks to juniors via phone.

· Crate and deliver proposals to all prospects.

· Forecast monthly and quarterly revenue

· Manage sales cycle effectively and track activities in sales force

2. JULY 2008 TO JULY 2012
Working in WADE ADAMS Contracting LLC, Dubai, U.A.E.
Position Held – Office Assistant(HR)
Job Responsibilities

· Maintaining office filing and storage systems.
· Keep filing/document management system for electronic and paper documents organized.

· Monitoring and order office supplies.
· Distributing/filing all incoming mail.
· Performing errands that assist daily functions.

· General reception duties. Return calls as appropriate, usually per request.
· Controlling valuable like Cable detectors and Gas Detectors in the Dept.

· Assigning nos to various assets and supplying to sites on demand.

· Knowledge of various segregation of mails according to subject.

· Answering phones, take messages, direct calls, use of voice mail technology.
· Distributing incoming mail, handle outgoing mail, prepare for courier services.

· Organizing coverage over lunch and other times away from the office.
3. MARCH 2007 TO MAY 2008

Worked as a Asst. Store Keeper in Nawras Electrical and Electronics Company,   Kerala, India

Job Responsibilities

· Receiving and inspecting all incoming materials and reconciles with purchase orders; processes and distributing documentation with purchase orders; reports, documents and tracking damages and discrepancies on orders received.
· Making intra- and inter-campus deliveries of requested surplus equipments and maintaining records of all deliveries.

· Filling supply requisitions; assisting buyer to order adequate merchandise and supplies; delivering orders to faculty and staff.
· Receiving, stores, tags and tracks surplus items; preparing lists for items to be sold at

       auction.
· Receiving and storing documents and confidential files; maintains record of approved document and confidential file destruction.
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