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CURRICULUM VITAE

Gulfjobseeker.com CV No: 1459044
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

       http://www.gulfjobseeker.com/feedback/contactjs.php
Qualified and result driven professional enthusiastic to work in a challenging environment that offers scope for innovation, fulfillment and excellence through performance. I am dedicated to my work with a professional and efficient outlook focused to strive and obtain my goals, in order to be successful in my profession and achieve personal & career growth.

OBJECTIVE
“MUTUAL GROWTH AND MUTUAL SATISFACTION THROUGH HARDWORK”

That is to serve the organization to attain its goals, and also contribute to enhance the prestige of the company to the best of my ability, with due respect and sincerity towards the work assigned to me. Further to attain the peak of success through my hard work, self-confidence, knowledge and by being a great human being.

PERSONAL PROFILE
· Enthusiastic and hard working. 
· Ability to communicate with people of all ages’ level and nationalities. 
· Controlling and managing power with softest touch of suggestions. 
· Ability to manage and support teams. 
· Imaginary and strong creative power. 
· Open-minded. 
· Positive thinking. 
· Multi tasking. 



WORK EXPERIENCE
Worked For Moog India Technologies Bangalore India :
Job Title: Admin Coordinator
Period: 24th October 2011 to 13th February 2015
Job Responsibilities:
· Coordinating for housekeeping team, Pantry services and in admin activities. 
· Do Hotel Bookings for concerned department and Inspectors and do payments for the bookings. 
· Handle Stationeries and distribute them to the concerned department. 
· Administration support data entry for lunch/ dinner vouchers and claims related to HR. 
· To receive and attend the clients (Ability to work as an administrator) and handle all reception and admin related work independently. 
· Transmit information or documents to customers, using computer, mail or facsimile machine. 
· File and maintain records. 
· Schedule appointments, and maintain and update appointment calendars. 
· Provide information about establishment, such as location of departments or office, employees within the organization, or services provided. 
· Receive payments and record receipts for services. 
· Handle project trainees and assign them a project in concern department, Prepare ID card and prepare certificates to the trainees after the completion of project. 
· Perform administrative support tasks such as operating calculators or computers to work with pay records, invoices, balance sheet & other documents. 
· Distribute yearly calendars to all the employees, and monthly Edge to the concerned head. 
· Arrange visa (work permit, visit visa etc.) for Employees. 
· Schedule staff’s visa, medical, coordinating with other internal and external departments. 
· Handling incoming / outgoing calls, correspondence, and filing. 


Worked For YKK India Private Ltd:
Job Title: Executive in sales and marketing Department
Period: 4th April 2011 to 14th October 2011
Job Responsibilities:
· Handling the metal notion sales for entire south India Region. 
· Process orders, enquiries, developments, follow-up with production units, arrange for shipment and payment follow-up. 
· Co-ordination with the customer and the factories at various countries to ensure timely dispatches. 
· Handling major customer like Gokaldas Export, Shahi Export, Raymond Uco Pvt Ltd, Lt Karle, Kitex Garment etc. 
Worked For Rajan Associates:
Job Title: Audit Associate
Job Function: Accounting/Finance/Tax/Audit
Period: 5th Apr 2010 – 31st March 2011
Job Responsibilities:
· Preparing & maintaining books of accounts & Final Statements. 
· Tax Audit and Vat Audit. 
· Special Audit, Sole proprietorship accounts, partnership accounts, educational institutions, hospitals, super markets, malls and hotels 
· Maintained trading, profit & loss account and balance sheet of various firms. 
· Handled bills receivable, bills payables. 

ACEDAMIC QUALIFICATION
· Bachelor of commerce (B.Com). 
· Pre University Course (PUC) – Board of Karnataka. 
· Higher Secondary School Certificate (SSLC). 


ADDITIONAL QUALIFICATION
· MS Office (MS word, MS Excel, MS PowerPoint, Outlook) 
· Installation of Software’s 
· Adobe Photoshop, E-mail 
· Multimedia 
· Internet Applications 
· Administering user account 
· Computer Formatting 
· Tally 9.0 

PERSONAL DETAILS & PASSPORT DETAILS
	
	
	
	

	
	Date of Birth
	;
	25-08-1989

	
	Gender
	;
	Male

	
	Marital Status
	;
	Single

	
	Nationality
	;
	Indian

	
	
	
	

	
	Languages known
	;
	English, Hindi, Kannada and Konkani

	
	Interests
	;
	Music, Football, Cricket, Dancing.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	Visa Status
	;
	Visit Visa



DECLERATION
I hereby declare that the information furnished above is true and correct to the best of my knowledge. Given an opportunity, I am optimist and a synergetic relation could be established.

