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ACADEMIC 
Master of Arts in Economics  (M.A Economics) from  University of Kerala - 2005
Bachelor of Arts in Economics  (B.A Economics) from  University of Calicut - 2003
Diploma in Computer Application from CAD City Computer Education Center
IOSH – (UK) - 2014

Fire & Safety ( Highfield UK)

NEBOSH (Completed International General Certificate in OSH)

COMPUTER SKILLS

PACKAGES : MS Office
Adobe Pagemaker
OS : Windows
PERSONAL DETAILS

Date of Birth   : 28-05-1983
Marital Status : Married
Nationality      : Indian
Languages Known : English, , Malayalam, Hindi & Tamil

	CAREER SUMMARY


Sharp, dedicated administrative professional with long-standing and diverse experience throughout multiple industries and capacities. Deadline driven with outstanding organizational and multi-tasking skills. Fast learner with strong ability to work independently. Good efficiency and knowledge in employing best business practices to ensure that the services and processes supporting the organization go on smoothly
CORE COMPETENCIES


Records Management
Vendor Management 
Strategic Planning

Data Capture
Scheduling & Coordination
Documentation

Office Management
Data Mining
Procurement
Customer Service
Team Management
Data Management

PROFESSIONAL EXPERIENCE


April 2013 -  Till date

THRISSUR, KERALA, INDIA

Valappila communications is foremost and enviable force in the realm of advertising in Kerala not only in terms of turnover but in terms of many satisfied clients across South India.
ADMIN IN-CHARGE

RESPONSIBILITIES

· General administrative support for the office viz., filing, scanning, faxing, support / assistance with travel arrangements etc.

· Managing Files; use discretion and maintain confidentiality in handling sensitive information

· Day to day management of  Office equipment services (copiers, shredders, toner, paper, stationary etc) Catering, vending, service stores, kitchen equipment

· Planned strategy to ensure efficient management of assets – Managed, maintained and supported the reliability of the systems, equipment, properties and assets in the facility

· Daily interfaces with all levels of business unit personnel determining requirements and mobilizing internal and external resources accordingly.

· Ensuring compliance with statutory acts as well as rules & regulations for maintaining the Infrastructure Management, monitoring infrastructure maintenance and up-liftmen

· Managing inventory of assets and office supplies, monitoring critical level of stocks, sourcing from suppliers and submitting invoice.



	JAPAN GAS CORPORATION (JGC)                                             March 2012 – February2013
RASLAFFAN, QATAR
JAPAN GAS CORPORATION (JGC)is a global engineering company headquartered in Yokohama, Japan. JGC participates in the design and construction of large energy projects
ADMIN EXEC / DATA ENCODER
      
RESPONSIBILITIES

· Encode the materials to the supposed software (MAC) on the following discipline like Mechanical, Piping, Structural, Electrical, and Instrumental.
· Issue the materials on the basis of instructions from the material controllers to sub contractors.
· Check the materials when it shipped to site
· Ensuring the accuracy and relevancy of all data entered into databases. 
· Highlighting any discrepancies in data to senior managers. 
· Answering the phone, fielding and diverting calls. 
· Checking the work of other data entry operators. 
· Handling confidential information in line with the firm's data security protocols. 
· Performing data review and clean-up processes. 
· Cross referencing data to ensure its accuracy and completeness. 
· Scanning forms and sorting the information on them. 
· Assisting managers with the development and maintenance of data graphs and reports. 
CHALISSERY CHEMICALS                                                           Feb 2008  - January  2012
THRISSUR, KERALA, INDIA

ADMINISTRATIVE EXECUTIVE      
RESPONSIBILITIES

· Carry out office-related tasks, including purchasing office supplies, maintaining materials, answering phone calls, greeting visitors and updating electronic filing systems
· Address customer inquiries; interpret and deliver information; propose suggestions; provide guidance; identify, investigate and negotiate conflicts

· Responsible for upkeep of various appropriate records of materials received

· Serving as a liaison between senior management, customers, and vendors to streamline flow of information

· Identifying operational issues, potential problems and opportunities

· Resolving and managing queries & complaints courteously and efficiently

· Developing and nurturing customer relationships

· Maintaining accurate administrative records
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