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CURRICULUM VITAE
OBJECTIVE

To get a process where I will be able to serve the company and cater both the needs of the company and myself as a good professional.

WORK EXPERIENCE
Total experience above 6 years 
1. I have been working as Administrative Assistant in NAJEEM CASHEW INDUSTRIES from 2013-till date. 
2. I have worked as Translator for I-MEDIA,PULIKKAL, MALAPPURAM (2012-2013).
3. I have worked as STUDENT COORDINATOR CUM OFFICE STAFF in SOLUTIONS, THE INNOVATORS, MANANCHIRA , CALICUT (2010-2012).
4. I have worked as OUTDOOR SALES EXECUTIVE IN KAMLA TRADING CO., KARAMA, DUBAI  (2009-2010).
5. I have worked as CUSTOMER SERVICE ASSOCIATE (VOICE) IN FIRST SOURCE SOLUTIONS PVT LTD, KALAMASSERY, ERNAKULAM  (2007-2009).
EDUCATIONAL QUALIFICATION
· Bachelor in Engineering (BE) with 62% in electronics and communication (ANNA UNIVERSITY) in S. Veerasamy Chettiar College of Engineering and technology at tirunelveli, Tamilnadu, India. (2011)

· Plus Two with 55.8% at MGM model school, Ayiroor, Varkala, Thiruvananthapuram, Kerala, India (2002)

· 10th with 67.8% at Sree Buddha Central School, Karunagappally, Kollam, Kerala, India (2000)
KEY SKILLS HANDLED IN MY PROFESSIONAL EXPERIENCE

NEJEEM CASHEW INDUSTRIES, KOLLAM
· Customer care and support
· Assisting with all aspects of administrative management
· Managing and submitting invoices

· Coordinating between departments and operating units in resolving day-to-day administrative and operational problems as per the instruction given by manager
· Scheduling ,coordinating meetings, interviews, events and other similar activities informing as per the instruction given by manager 
· Sending out and receiving mail and packages

· Preparing business correspondence using microsoft office-word & excel
· Sending faxes. Now maximum correspondence is through e-mail.
· Managing Files, Inventories, employee salary and other excel sheets.
· Address all employees concerns in accordance with company’s policies and government regulations through written or email modes
· Research and the identification of key data sources according to the requirement of management
· Performing multifaceted general office support

· Preparing simple meeting minutes, meeting notes and internal support materials in a generalized form.

· Sending and receiving forms for the company

· Assistance in all Day-to-day operation matters
· Communication to Accounts department to Prepare and distribute payroll for staff
SOLUTIONS, THE INNOVATORS, CALICUT
· Support student’s enquiries
· Assisting all teachers

· Maintaining library
· Arrange meetings
· Managing Files

· Preparing salary according to hours handled by teachers
· Filling of forms
KAMLA TRADING CO. DUBAI
· Taking orders from customers
· Collecting Payments in cash and cheques
· Visiting banks when required

· Preparing sale report

First source, ERNAKULAM
· Customer service through inbound calls (voice)
· Preparing reports simultaneously while handling calls
· Escalating the calls to higher section if issue not resolved
· Attend product updates and training sessions to keep up with the latest trend
· Attend  meetings

I-MEDIA, MALAPPURAM
· Translating manually and editing the script of Various video, audio programmes and documentaries from English to Malayalam in written mode.
· Assisting and cooperating with video editors

· Assisting management in e-mail communications to customers

ADDITIONAL SKILLS
· UAE Driving license LMV manual and automatic (expiry on 25/1/2020)
· INDIAN Driving license No: 2/7296/2006 LMV & Motor cycle expiry on 06/08/2026
· KELTRON KNOWLEDGE CENTRE, KOLLAM----UNDER KERALA STATE ELECTRONICS DEVELOPMENT CORPORATION LTD.---(A GOVT. OF KERALA UNDERTAKING) --------   PSC (Public service commission) approved certified course 

WORD PROCESSING AND DATA ENTRY 
in 

Computer Fundamentals & Internet usage
Operating System Basics – Linux and Windows

Data Entry Practice – English 

Word Processing Package – Microsoft Word and Open office Writer


Spread Sheet Package – Microsoft Excel and Open office Calc


Introduction to Desk Top Publishing (DTP) & Presentation Package, Page Maker, Adobe Photoshop, Microsoft Power Point and Open office Impress

Database Concepts – Using Access

LANGUAGES KNOWN:

	LANGUAGE
	SPEAK
	READ
	WRITE

	ENGLISH
	· 
	· 
	· 

	MALAYALAM
	· 
	· 
	· 

	TAMIL
	· 
	
	

	 HINDI
	· 
	· 
	· 

	ARABIC
	little
	· 
	· 

	URDU
	· Medium
	
	


DECLARATION

I HEREBY ADMIT THAT ALL THE DETAILS FURNISHED ABOVE ARE TRUE TO THE BEST OF MY KNOWLEDGE. ANY WRONG INFORMATION IN THE CV, I KNOW THAT MY APPLICATION WILL BE REJECTED.



ELECTRONICS AND COMMUNICATION ENGG FRESHER








