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Objectives:

To be part of successful management team where the challenges pull out the best of me and channels the expertise obtained from previous experience.

Educational Qualifications:

· BBM -Bachelor of Business Management from Amrita Vishwa Vidyapeetham, Kollam, Kerala. India (Amrita University) in the year 2010.

· PLUS TWO Commerce from Higher Secondary School Chattanchal, Kasaragod Dt. Kerala  (Higher Secondary Education Board Kerala India) in the year 2006

· SSLC- from Ambedkar Vidhyanikethan English Medium Higher Secondary School, Periya Kasaragod Dt, Kerala (State Board of  Examination, Kerala, India) in the Year 2004

Work Summary:
Organisation: AIR CONDITINING  LLC (DUBAI)
Designation: Operations Executive        Duration: July 2013 to June 2014

· Assisting Accountant in doing day today activities like maintaining bank activities, coordinating for employees salary and preparing invoices for clients
· Coordinating with office admin for office activities.

· Followup for payments 

· Maintaining petty cash

· Coordinating for material procurement and finalizing the quotations from suppliers.
 Organisation: TATA TELE SERVICES LTD, Kasargod, Kerala, India
Designation:  Admin Assistant          Duration: Aug 2010 to march 2013

Responsibilities:

1) Scheduling and co-ordinating meetings, interviews, events and other similar activities.
2) Operate office equipment such as fax machines, copiers, and phone systems and use computers for spreadsheet, word processing, database management and other applications.  
3) To attend all members’ inquiries in an efficient and professional manner. 
4)  Answer telephones and give information to callers, take messages or transfer calls to appropriate Individuals
Technical & Professional Skills:
· Excellent knowledge of Microsoft Word, MS Outlook, Microsoft Excel, Microsoft PowerPoint, Visual Basic, SQL.

Key Skills:

1. Able to work under pressure and diverse situations.

2. A good team player
3. Good Interpersonal skills - works well with others, motivates and encourages.

4. Clear attention towards details and accuracy.

5. Highly enthusiastic to do work.
Project Undertaken/Internship

· Name of Company: KASARAGOD DISTRICT CO-OPERATIVE BANK, KASARAGOD, KERALA.  on “General study about Bank Loans”. 

· Induction Program Manual preparation for Junior Batch  

· Organized DIWALI MELA with regard to Diwali Celebrations at the University, aiming for generation of funds for charity.
· Mini Project on the Contribution of Mughal Empire to Indian Economy.
· Mini Project on the Internal, External assessment and the Strategies adopted by ITC.
Training & Certifications:

· Recipient of award at Business Skills Development Program conducted by The Government of India in association with Amrita Vishwa Vidyapeetham.
· Won A grade in the mime presented for university cultural fest.
· Was a member of NSS (National Service Scheme)

Personal Details:

Gender: Male

Date of Birth: 11th DEC 1987

Nationality: Indian

Visa Status: Visit Visa

Languages known: English, Hindi & Malayalam

Declaration:

I hereby declare that the above written particulars are true to the best of my knowledge and belief.

