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Personal Data

Date of Birth      :21-10-1976
Gender                :  Male

Nationality          : Indian

Marital Status     :  Married

Religion                : Hindu 
Caste                     : Nair

Visa Status

Wife’s Sponsorship

	Objective
To work in a dynamic and competitive environment, where I would be able to significantly contribute to the organization’s Goodwill and improve To my skill.

Work Experience
· Three years Experience as Business Analyst in Kalyan Jewellers India Private Ltd.(2011 to 2014)             

· One Year Experience as Floor supervisor in Kalyan 
                            Jewellers India Private ltd.(2010 to 2011)  

· Seven Years Experience as Office Administration with Teaching in Nalanda College. (2003 to 2010)
Educational Qualification
· MBA Bharathiyar University, Specialization in Human Resource Management  Pursuing (2013to2015)
· BA Economics  MG University (1997to2000)

· Diploma in Computerized Secretarial  Course(DCSC)

Strength
· Positive mentality
· Flexible and Adaptable to any situation
· Good team player
· Quickly absorb information and procedures
· Hard working
· Honest
Key Skills
OFFICE SKILLS: Office Management, Administration, Data Analyzing, Document Control
COMPUTER SKILLS: MS Office, Tally 09
Achievements
· I was an Active Member of Nature Club
· Participated in various Sports event in College
· Participated in Cultural Activities in College
· Organized Nature Club in College

· I was an Active Member of NCC

Languages Known
· To Speak                 : English, Malayalam and Tamil

· To Read & Write    : English, Malayalam, Tamil and Hindi

Job Areas
· Data Analyzing, Customer service

 Job Profile
· Maintain Database in a Timely and Accurate Manner

· Analyzing Data Daily &Make Report &Submit Report to MIS Manager 
· Collect the Customer Suggestions& Control the Staff in the Shop 

· Manage the Office Administration



