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Worked as Senior Office Administrator (Computer) in M/S Kamal Leasing & Finance, Trivandrum, from November 2004 to January 2010. 


Worked as Senior Project Manager  in M/S Ringz Info Solutions (formerly known as 


Real Info Services), Karyavattom, Trivandrum from February 2010 to November 2015. 





Work Experience- Part Time


Worked as System Administrator in M/S Addsoft Technologies, Sreekariyam, from June 2004 to November 2015. (Part Time). 


Given Training in Office Automation Tools (MS Word, MS-Excel, MS-PowerPoint, Internet) in G-TEC Trivandrum, from April 2005 to November 2015. (Part Time) 


Computer Hardware Maintenance (Part Time). 
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Work Experience- Full Time








 


Post Graduate Diploma in Computer Application. 


5+ Years of Experience in a Financial Institution. 


5 Years of Experience in a Multi-National Company. 


10 Years of Experience in Office Automation Tools (MS Word, MS-Excel, MS-PowerPoint etc.)


Experience in Office Administration. 


Experience in Hardware Maintenance. Knowledge in basic networking
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Summary





A flexible, enthusiastic & hardworking person with excellent interpersonal, communication and time management skills seeking a position to meet my competencies, capabilities, skills, education and experience.





Career Objectives








 


Bachelor’s Degree (Zoology) from Kerala University. 


Diploma in Computer Management with A+ Grade from ER&DCI, Trivandrum. 


Diploma in Computer Hardware and Maintenance from Trinity, Trivandrum. 


Post Graduate Diploma in Computer Application, with A+ Grade from ET&T, Trivandrum. 
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Educational Qualification











Devised an efficient data-entry system that was approved by management and increased the productivity.


Created some formulas to help the routine work of the company and got appreciation from the higher authorities.


As a project manager, successful to increase the project growth from 40% to 90%.


Achieved the Employee of the year 2014.


Got 2nd prize in the badminton championship (Doubles) of Techno Park IT Companies.


























Achievements














 


Date of Birth :                    1st April, 1983 


Sex :                                  Male 


Marital Status :                  Married 


Passport Expiry Date :      26-07-2017 


Visa Status:                      Visit Visa
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Personal Details








Office  Administration 


Office Automation 


System Administration


Hardware Maintenance 


Knowledge in MS-Office, Photoshop. 


Knowledge in English, Hindi and Malayalam.


Interested in listening music, playing badminton and traveling. 
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Area of Interest








