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Seeking assignments in Educations / Operations / Commercial / Administration with a reputed and growth oriented organization.
Overview 

· Masters in Business administration with around 7 years of experience, 2 years in Educational field and 5 years in customer service and administration department.
· Currently associated with “ARUL ENTERPRISES” admin department.
· Proven ability to work under pressure with minimal supervision
· An impressive communicator & a good team player with honed interpersonal and trouble shooting skills
Employment Scan

ENTERPRISES                                                                                    JULY 2011 TO TILL DATE
ADMINISTRATOR
Key Responsibilities:

· Generating estimates and release orders, Assist with preparation of the budget.

· Coordinating with the client servicing team for pay-outs to enable estimate and release order generation
· Maintaining revenue & billing reports
· Follow-up with vendors and regional offices for timely bill submission

· Coordinating with the internal commercial team / client servicing team / regional offices for timely bill submission to clients and vendor payments
· Ensuring data is entered in the system
· Ensuring transactions are properly recorded and entered into the computerized
· Prepare and reconcile bank statement
SOUTH INDIAN WELFARE SOCIETY (SIWS COLLEGE)                                   JUNE 2007 TO MAY 2009
Professor for economics and secretarial practice for junior college students                                                          
Key Responsibilities:

· Professor for junior college students Specialised subjects: Economics and Secretarial Practice

· Lectures pertaining to the subjects

· Assessment of examination papers as per the norms of the institute.

· Followed professional ethics in all work related activities.

· ACHIEVEMENT: Awarded as the best teacher of the year. 

CERTIFIED COURSES
 YOGA INSTRUCTOR- Completed yoga basic and advanced level (power yoga)
· Strong knowledge of different yoga aspects.
· Good at maintaining large team members.

· Ability to teach and make people understand.

· Good in motivating people.

· Good knowledge of various mind relaxation techniques.

ACHIEVIEMENTS IN YOGA
· Achieved in changing people’s positively.

· Appreciated for best yoga instructor
Technical Credential

Practiced operating system:         Windows7, XP, Vista, and Internet
Practiced office package   :          Microsoft Office and Microsoft PowerPoint
Scholastics 

2011   : Master in business administration in HUMAN RESOURSES from Welingkar Institute of management development and research.
2007
: Master in Bachelor of Commerce (M.Com) from South Indian welfare society , Mumbai university INDIA

2005  : Bachelor of commerce (B.Com) from Mumbai university INDIA

2002  : Higher Secondary school from Maharashtra board INDIA

2000  : Secondary school from Maharashtra board INDIA
Personal Vitae 

Date of Birth

:  3rd July 1982
Languages Known
:  English, Hindi, Marathi and Tamil
Personal Status       :  Single
VISA STATUS           : Visit visa 
Interest & Hobbies
· Listening Music, Dancing, Reading, Internet surfing & Travelling.
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