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OBJECTIVE

Seeking a challenging environment that encourages continuous learning and creativity, providing exposure to new ideas that stimulate professional and personal growth.

PERSONAL SKILLS

Comprehensive problem solving abilities, Team leading capacity, Ability to deal with people diplomatically, willingness to Quick learn, Positive attitude, Team facilitator.
PROFESSIONAL EXPERIENCE
Designation

: 
Senior Processor – Operations
Period


:
May 2012 to Nov 2014

Organization 

:
Raaja Computer center at Kumbakonam

Designation

: 
Hardware Assistant –Hardware and Networking

Period


:
Nov 2010 to Apl 2012
ROLES & ACTIVITIES
· Handled multifaceted clerical tasks (e.g., Analysis, data entry, filing, records management and billing) 

· Coordinated travel arrangements, maintained database, and ensured the delivery of premium service to the customer. 
· Quickly became a trusted assistant known for “can-do” attitude, flexibility and high-quality work.

· Communicated effectively with multiple departments to plan meetings and prepare welcome packages for new joiners. Established strong relationships to gain support and effectively achieve results.

· Developed innovative PowerPoint presentation used by the Office of Admissions to market executive support programs to potential processor.

· Earned excellent score on performance reviews, with citations for excellence in areas including work volume, accuracy and quality; ability to learn and master new concepts; positive work ethic; and commitment to providing unsurpassed service.

· Implementing the automated process wherever feasible.

· Ability to communicate professionally and effectively with customers.

· Weekly and monthly quality analysis of the process.

· Excellent in MS Excel ( V-lookup, pivot table and chart, graphs)
SOFT SKILLS

Operating systems

:
Windows 98/2000/XP/7 

Packages


:
MS Office 

Databases


:
MS Access and SQL Server 

Office Packages

:
Word, Excel, PowerPoint and Outlook
  NETWORKING & HARDWARE SKILLS
· LAN, Router, Switch maintain the computers and Network servers
· Software and Hardware Installation & Removing Process.
· Hardware Maintenance and Computer Assembling.

· Problem Solutions & Troubleshooting System.

· Repair and maintain the computers and Network servers.

· Create and maintain computer networks.

· Look after physical and investigative processes, including technical support.

· Accomplish the job of data recovery and system administration.

· Remove all kinds of snags as well as problems including spy ware and viruses.

· Repaired a range of peripherals, including input devices like keyboards, mice, and scanners.

· Troubleshooting all types of Printers and internet configuration.
TRAINING HISTORY

Source HOV INDIA PRIVATE LIMITED, Chennai- I have trained “Five Batches” in my project and also, I have trained 35 above members in my project. 
MY STRENGTH
· I am handled to multi task position ex-(Team Leader, Project Coordinator, Quality Leader, Project Trainer)
· Excellent interpersonal and communication skills.

· Self motivated, willing to learn and possessing good organization skills.

· Dedicated to professional growth by constantly upgrading skills and participating in regular training opportunities held in the unit.

· Hardworking, Self-starter, exuding confidence and possessing excellent time management skills.

ACADEMIC PROFILE
· Master of Computer Application (MCA) (2008-2011) from A.R.J College of Engineering Technology, with 80% aggregate.

· Bachelor of Science (BSC) (2005-2008) from Govt. Arts. College, with 79% aggregate.

· Higher Secondary Certificate (HSC) in Mathematics + Biology Stream (2005) from Crescent Hr Sec. School, with 75% aggregate.

· Secondary School Leaving Certificate (SSLC) (2005) from LFHS. HR. SEC. SCHOOL, with 79% aggregate.
AREA OF INTEREST

· Software testing

· System admin

· System related Document works

PERSONAL PROFILE
Date of birth

: 
28-June-1988
Nationality

: 
Indian
Gender


: 
Male
Marital Status

:
Married
Languages known
: 
English and Tamil
DECLARATION

I hereby declare that all the information given above is true to the best of my knowledge. I assure you sir, that if selected I shall do my work most conscientiously.
