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Ramakrishnan


Profile

Result-oriented.  Good background in Administration and Customer relations.  Good in oral and written communication in English, Hindi, Malayalam and Tamil.  Microsoft office and Internet applications.  Willing to be trained and learn certain tasks.
Work experience 

March 2016 – March 2017 
 
Secretary - Administration
Engineering and Construction

United Arab Emirates
Nature of job:

· Reporting to Project Director

· Preparation of POB (Person on Board).  Updating manpower of employees in the project

· Travel Booking of the Employees from Island to Abudhabi and Return

· Review and answer correspondence

· Handling day to day immediate disbursement of office expenses, petty cash accounts records etc.

· Preparation of Employees’ Rotation, Annual and Emergency Leave applications

· Updating employees visa, passport, CNIA pass and Medical Fitness Certificate
Dec 2008 to May 2011
 
SECRETARY - ADMINISTRATION
Engineering and Construction

United Arab Emirates
Nature of job:

· Reporting to Project Director

· Coordinating with various departments such as Planning, QA/QC, Engineering, HSE and Store Departments

· Handling day to day immediate disbursement of office expenses, petty cash accounts records etc.

· Updating employees visa, passport, CNIA pass and Medical Fitness Certificate

· Review and answer correspondence
March 2005 to September 2008
 
SECRETARY - ADMINISTRATION
Real Estate and Home Health Care 
Nature of job:

· Administer salaries and determine leave entitlement

· Maintaining and updating lease contracts for all tenants for shops, flats and luxurious villas

· Handling day to day immediate disbursement of office expenses, petty cash accounts records etc.

· Local Transport co-ordination

· Employees leave record maintenance.

·  Review and answer correspondence

· Maintaining and updating employees work permits, visas, passport, insurance and other legal documents

June 1998 to March 2000 
SECRETARY – ADMINISTRATION 

Engineering and Construction

Kingdom of Saudi Arabia

· Proper filing system

· Review and answer correspondence

· Handling day to day immediate disbursement of office expenses, petty cash accounts records etc.

June 2001 to Jan 2004 
SALES CO-ORDINATOR 

HDFC Bank, Thrissur
Nature of job:

· Performed Customer coordination.

· Coordination in Auto Loan Dept for vehicles. 

Dec  1994 to Jan 1997 
SECRETARY 

KAMI PHARMA, Mumbai
Nature of job:

· Arranged monthly meeting for all Medical Representatives in Mumbai Head Office

· Co ordinate with Medical Representatives to prepare weekly and monthly reports regarding daily call report, stock and sales statement, daily expense report  and monthly tour planner

· Attended routine  typing, periodicals returns of the company, data processing and reports by using related computer software
Educational Qualification

Pre Degree from Calicut university

Technical Qualification

Type writing 60 w.p.m. (English)

MS Word, Excel and Internet Applications

Languages Known

English, Hindi, Malayalam, Tamil

Personal  Information

Date of Birth


:
 20.05.1973

Marital Status


:
Married

Email



:
Ramakrishnan-393777@2freemail.com 
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