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ANTONY 
D.O.B: 19-05-1991 
Age : 25
Type of Visa : Visit visa
Visa validity : 10th August 2016                    
Dubai. 
AN OVERVIEW OF EXPERINCE AS DOCUMENT CONTROLLER AND ADMINISTRATIVE WORKER
· Was associated with India) as Field Officer.
· 2 years and 10 months of experience in planning, administration, documentation and field work.  .
· Adroit in providing effective resolution to the Village leaders, Women Groups, Youth Groups etc.
· Monitor Team coordination & work accomplishment.
· Personal Assistant to Program Manager & Program Operations, Drafting letters & Emails to Partners & other authorities.
· Preparation of report at every end of the week and report to the Head to ensure the progress of work is based on Monthly Plan.
· Demonstration of multitasking abilities, professionalism and time management skills by working with an outgoing team dedicated to grow the business.
· Have excellent communication & Interpersonal Skills with abilities in resolving problems and situations that do not give an easy way.
WORK EXPERIENCE AND RESPONSIBILITIES
Company: Position: Field Officer
Duration: May, 05, 2014 – March, 21, 2016
Duties (Administrative Functions)
· Team leader for the Hyundai Happy Move Camp (Global Youth Volunteers) in coordinating with South Korean volunteers in executing Education and Renovation camp on Education, Water and Sanitation, Health and Hygiene   theme based.
Documentation works on the Happy Move Camp:
a. Drawing camp villages route map and cultural visit route map with PPT.
b. Framing camp budget village wise based on the construction and renovation activities.
c. Prepare activity diagrams for consrtruction and renovation activities by calculating the sizes in feet and inches with  PPT.
d. Framing activity timeline or deadline for each consrtuction and renovation activities.
e. Prepare camp set up report by consolidating all camp villages documents such as budget, activity    list, activity diagram and etc. 
f. Updating the stock list such as construction materials and refreshments.  
g. Prepare camp budeget statement to find actual amount spend and budget varience. 
h. Camp complition report.
· Planning for work schedule and conducting weekly review meeting as a contact Person for 10 International volunteers from France, Germany, Spain and etc.
· Sending Fortnightly Report, Monthly Report and Quarterly Report to CSR partner.
· Prepared Personal Hygiene Training Modules and trained school children to develop their hygiene practices.  
General Health Camp and Anemia:
a. Prepared camp checklist.
b. Co-ordinated with Saveetha Hospital for the camp.
c. Proposed camp budget.
d. Maintained the patient register.
e. Prepared the health implications report.
f. Submitted the bills and vouchers.
g. Prepared budget varience.
h. Prepared the camp report.
Execution of  Hysco (Hyundai Steel) Technology Camp:
a. Prepare camp site map.
b. Prepare camp buget and material list.
c. Translate technologies in to local language Tamil as  soft copy and hard copy.
d. Organise camp with the selected schools and community.
e. Submit bills and vouchers.
f. Prepare budget varience.
g. Submit the camp complition report and blog articles.
· Plan for monthly budget for the respective project.
· Incharge of documentation in updating the project documents weekly wise with soft copy and hard copy. 
· Update stock list by project wise, programme wise and material wise.    
Company: INDIAN COUNCIL FOR CHILD WELFARE
Position: COUNSELLOR (CHILD HELP LINE 1098), CRISIS AND INTERVENTION
Duration: 1st May 2013 – 30th April 2014
Duties (Administrative Functions)
· Prepare training materials for Team Members and Trainees.
· Counseling children.
· Prepare case study for the child.
· Prepare worksheet of the claint
· Work on child net software and update data.  
· Prepare Team Members work schedule. 
· Coordinating with college interns.
· Case proceeding and presentation before CWC (Child Welfare Committee).
· Organising  Monthly Reivew Meeting (MRM) with team and update meeting minutes. 
· Planning and executing proper rescue operation with stake holders.   
· Planing for the crisis intervention cases and updating the data.
CAREER PROFILE
An enthusiastic, results oriented professional with
· extensive experience in Human Resources function, Community Development  & Counselling,
· ability to function as a team player and work independently to achieve objectives,
· excellent problem solving skills,
· ability to manage multiple tasks and deadlines,
· ability to promote employee morale by developing interpersonal relationships within all levels of the organization.
TECHNICAL
· Proficient with Microsoft applications- Word, Excel, PowerPoint, Email, Internet, All Social Media & Social Advertising
· Excellent verbal & written communication skills
· Self-starter, Self-motivated with strong professional ethics.
· Result oriented ,responsible & hardworking
· Ready to meet work pressures and deadlines
FUNCTIONAL
· Interned as Personal Assistant, (TTDC) Tamil Nadu Tourism Developmental Corporation (INTERNSHIP TRAINING).
· Summer Internship, MaFoi Foundation (May 2012-June 2012).
· Field work trainee, Mamandur Social Action Movement (SAM).
· Field work trainee, Coromandel Fertilizer Limited (Ennore), Chennai. 
· Resource Person, Training on Empathy and Problem Solving in Adolescent Girls Training through World Vision 
· Block placement, Indian Council for Child Welfare (ICCW) Chennai.
ORGANIZATIONAL SCAN
· Since 05’May’2014 associated with FSL India (Field Services and Intercultural Learning) as Field officer.
 Since 1’May’2013 – 30’April’2014 was associated with INDIAN COUNCIL FOR CHILD WELFARE (CHILD HELP LINE 1098) as Counselloer and Crisis Intervention.
SIGNIFICANT HIGHLIGHTS
Submitted research project titled “A PERCEPTION STUDY ON DISHA PROJECT BENEFICIARIES AT MA FOI FOUNDATION, NUNGAMBAKKAM CHENNAI” as part of MSW programme
ACADEMIC CREDENTIALS
· Masters in Social Work Specialized in Community Development, (2011-2013) Loyola College, 
Chennai, India.
· B.A History, 2008 – 11, Loyola College, Chennai, India.
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