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RAHUL 

Email: Rahul.333071@2freemail.com 
PROFESSINAL OBJECTIVE
Progressive organizations are always on the lookout for people who can match their requirements and, therefore, please accept this application as an expression of interest in the position open in your firm. During my work experiences with my previous companies, I have developed strong organizational and time management expertise which would be very beneficial for your facility. Particularly, I am skilled in providing reception services, administrative services and support, welcoming and directing customers, scheduling appointments, compiling and typing mail, correspondence and many more. In addition, I am well-versed in distributing materials, setting up and maintaining office filing systems and record-keeping. To explore the new dimension of industry and instate a platform of high caliber and to work for an organization which profits from Vision and Leadership provides motivation, upward mobility and exposure to acquire managerial skills and to serve the organization with the best of my potential.
STRENGTHS
· Strong determination and courage to move forward successfully. 

· Listening to my critics and working on them and thirst for facing new challenges. 

· Adaptability and resistance are other personal traits which help me to overcome the hardships in life. 

· Leadership qualities. 

· Team working. 

ACADEMIC QUALIFICATION
	QUALIFICATION
	INSTITUTION

	AME
	REGIONAL INSTITUTE OF

	
	AVIATION,TVM

	PLUS TWO
	ST.JOHN’S HSS NALANCHIRA, TVM

	S.S.L.C.
	ST.MARY’S HSS PATTOM, TVM


PROFESSIONAL SUMMARY
An enthusiastic self-starter with strong secretarial and communication skills. Proven academic and professional achiever, possess unique clerical and computer skills required to assist the executives and organization to achieve its mission. Specialized in Administrative supports and marketing management in busy firms. Experienced and results-oriented Administrative officer with proven abilities in developing positive relationships with clients and co-workers. Interested in a similar opportunity with company where exceptional secretarial, computer and customer service skills will be fully utilized.
· Worked as Junior Technician & Office in charge at Belmar Aviation Academy, Bangalore 

· Worked as Verification Officer in HCS , Trivandrum 

· Working as Customer relationship Manager at IDEA Cellular LTD 

TECHNICAL QUALIFICATION
· Operating System : Windows XP, Windows 2008, windows 2007 

•
Applications
: Microsoft Office, Open Office
· Internet & Social Media 

· Completed 2 and half years of aircraft maintenance engineering course in avionics stream from Regional Institute of Aviation, Trivandrum. 

· Completed 6 months OJT from Regional Institute of Aviation, Trivandrum. 

· Completed 36 months apprenticeship from Aviation Pvt. Ltd. , Bangalore 

OTHER SKILLS
· Office procedures 

· Data management 

· IT skills 

· Customer service 

· Files Maintenance 

· Diary management 

· Accounting Soft wares 

	PERSONAL DETAILS:
	
	

	Date of Birth
	: -
	26/05/1990

	Languages known
	: -
	English, Hindi, Malayalam, Tamil.

	Sex
	: -
	Male.

	Marital status
	: -
	Single.

	Nationality
	: -
	Indian.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	VISA STATUS
	: Dubai visiting visa, 


DECLARATION
I hereby declare that all the information mentioned is true to the best of my knowledge. If something is found incorrect or false I am legible to get a termination.
