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PERSONAL DETAILS
        Sex                                                    :  Male

        Date of Birth                                    :  12/04/1989

        Nationality                                       :  Indian

        Marital Status                                 :  Single

LANGUAGES KNOWN

       - English, Hindi, Malayalam , Gujarati, Tamil.

CAREER OBJECTIVE
To succeed in an environment of growth and excellence with an opportunity to

 earn a job which provides me job satisfaction, self-development and helps me

 achieve personal as well as organizational goals.
To use my skills and efficiency to communicate my ideas and views with team effort, positive attitude and my performance.
	EDUCATIONAL QUALIFICATION

	        Course


	       Board/ University   
	Year 

	S.S.C
	Secondary Education Board, Gujarat Gandhinagar
	 63%

	Higher Secondary Examination (12th)
	Board of Higher Secondary Examination, Kerala
	           70%

	MS Office 
	Akshaya Computer Centre, Kerala
	          A Grade

	B.B.A (Bachelor of Business Administration)
	Dr CV Raman University ,Bilaspur, Chattisgarh
	          67%


Experience : 2years
· Woked as Administrative Officer from 2013 September to 2015 June in ABHINAVA  CONSTRUCTIONS  Designers and Contractors. 

            (Kerala)

Duties and Responsibilities as Admin.Officer
· Provide secretarial and administrative support in order to ensure effective and efficient office operations.
· To co-ordinate with the staff and subordinates and train them.
· To supervise day to day activities and support to Admin and Hr manager.
· To maintain every files and records of office activities and business transactions.
· To check all invoices for services against service requests made from office and verify, summarize-submit invoice to higher authorities for certification.
· Monitors and summarize all expenditure providing activity report to higher authorities.
· Processes requests from programmes and ensure follow-up action completed.
Declaration

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