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Objective
Extremely professional looking to work in a dynamic and growth oriented organization where I can employ my expertise to achieve outstanding results, benefiting the company and enriching myself in the process. 
Professional Synopsis

· A dynamic professional with more than 2 years of qualitative experience in Accounts and admin operations
· Adept in  sales planning, sales revenue enhancement, customer acquisition & service, customer relationships, time management, monitoring stock availability and general operation & management, 
· An effective communicator with excellent relationship with customers.
Professional Skills
· General Ledger Accounting
· Ensured product availability, proper execution of promotional offers and customer related service.

· Analyzed the latest sales & marketing trends and tracking the competitor’s activities. Providing valuable inputs for fine tuning sales & marketing operations, acquisition activities to the company.
Technical Skills

     Applications

:  Tally

    Operating System           :  Windows

    Package                              :  M.S.Office
Experience
· 



(2013-2012)


Designation
:  Associate

Responsibilities 

· General Ledger Accounting

· Auditing
· Error checking

· MRG Builders (P) LTD.



(2012-2011)

Designation
:  Admin Assistant

Responsibilities 

· Relevant day to day works of Administration and Personnel Department.

· Manpower allocations and transfers.

· Welfare Activities.

· Coordination with Sub-contractors for deployment of hired manpower.

· Insurance - Group Medical, Group Life & Disability.

· Cost Reports / Manpower Projections.

· New Licenses of Operators and process Undertaking Agreements.

Educational Profile
· BBA from Bharathiyar University -     Tamil Nadu/India (2011)
· +2 from Kerala State Higher Secondary Board – Kerala / India (2008)
Personal Information
Date of Birth


:
04 -01-1990 


Gender



:
Male 
Nationality


:
Indian

Languages Known                               :              English, Hindi, Malayalam, Tamil,

1

