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CAREER OBJECTIVE

To work with an established organization to be able to utilize my knowledge and skills and at the same time to explore and learn new things.
PROFILE
● Bachelors Degree in Commerce with Co-operation Main 
● Accounting executive in Accounts & Taxation center at Kollam 

 EMPLOYMENT PROFILE
1. 
HARISUNS INDUSTRIES, ATTINGAL, TRIVANDRUM (MARCH 2014- TO DATE)
Designation: Administrator / Accounts / Designing / IT Support / Managing Medical      Transcription. 
1. Preparing & handling of correspondences, faxes, daily reports, letters & e-mail.
2. Ensuring normal & prompt functioning of day to day office activities.
3. Overall administration support to the general manager, project managers & project coordinators in connection with the welfare of employees.
4. Encouraging & motivating the colleagues & subordinates to be sincere, hard working with ambition & dedication.
5. Fulfilling the resource requirement for the project as projected by planning and other concerned dept.
6. Making necessary arrangements for traveling, scheduling & other requirements of employees.
7. Dealing with petty cash, purchase order, delivery order, invoice, and employee’s salary and over time.
8. Managing IT, Medical Transcription, Advertising and Designing Company.
      
Designing

Press ads, Product designs, Brochures, greeting cards and posters, gift items, autograph books, album cover, bug. Designing for all kinds of four colour jobs like visual ads, leaflets, brochures,  mailers posters, calendars, catalogues and planners. Etc                                                                                                                                                                                                                                                                                                                                                                                 
 2. 
BAJAJ ALLIANZ LIC LTD. (MAY 2013– JANUARY 2014)



Designation: Sales Coordinator 
Duties and Responsibilities

· Recruitment of effective insurance consultants.
· Encouraging & motivating the consultants to be sincere, hard working with ambition & dedication.
· Ensuring normal & prompt functioning of day to day activities
· Making joint calls with consultants.
· Making sure that all the consultants are performing according to the standard.
· Overall support to the branch manager & sales coordinators in connection with the business.
· Making sure that all the documents are submitted within the stipulated period of time.
· Achieving the monthly target.
· Best sales coordinator of the branch in the financial year. 
COMPUTER SKILLS                                               
· Hardware and software
· Tally , Peach tree, Easy Biz, Photoshop
· Ms Office skills, Word, Excel, Power point.
· Having good knowledge with internet explorer.
AREAS OF INTEREST

· Banking, administration.
· Back office operations.
	LANGUAGES KNOWN


· English, Malayalam, Hindi.
	PERSONAL INFORMATION 


· Date of Birth       : 16.09.1992
· Nationality     
 :  Indian 

· Sex              
 :  Male
· Marital Status
  :  Single
	DECLARATION


I do hereby confirm that the information furnished above is true to the best of my knowledge and belief.                                                                                                                                                                                                                                                                                                                                                                                         Sajeev                                                                         
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