RESUME

SUKESH P S 

Flat No. A204,

Sowparnika Swastika Phase II,

Sarjapura-Attibele Road,

Bidaraguppe Village & Post,
Anekal Taluk,

Bengaluru (Dist),
Karnataka
PIN-562107
E-mail : pssukesh24@gmail.com
Phone: +918553439875 ,+919916675672
	 Objective


   To perform a wide range of administrative and office support activities for the department and/or managers and supervisors to facilitate the efficient operation of the organisation.
	 Educational Qualification


· Bachelor of Business Administration from Annamalai University-Completion Year 2015.

· Diploma in Computer Science Engineering from S.G.R Polytechnic in 2009.

	 Experience


· Worked as an Administrator in PF department in M/s. Larsen & Toubro Ltd. from June 2007 to May 2016.

· Worked as a Business development Executive in RE Stocks from July

· 2016 to till date.

	 Technical Skills


	Operating System
	Windows XP, Windows 7 and 8

	Tools
	MS Office (MS Word, MS Excel, MS Power Point, MS Access) &

	
	Basic system hardware knowledge.


	 Strengths


· Adjustable at work place & complete the work with greater responsibility & self- confidence.
· Highly reliable and equipped as an administrator with a superb customer satisfaction record.

· Adhere to interdepartmental coordination to improve Quality and work flow.
· Team facilitator, Hardworking, Quick Learner, Stick to commitment.

· Knowledge of clerical and administrative procedures and systems such as filing and record keeping.

· Knowledge of principles and practices of basic office management.

	 Key Responsibilities


· Involved in managing and coordinating the PF remittance, hotel & cab bookings during client visits and also was part of site verification team.

· Preparing meetings organize office procedures, deal with orders and invoices.

· To utilize modern office communication techniques and diverse word-processing systems.

· Provide ongoing customer service support for PF related queries from the customer.

· Responsible for handling the exit clearances for final settlement of site employees.

· Prepare and coordinate customer mailings.

· Manage inventory of giveaways, promotional items and client gifts.

· Liaise between field sales staff and internal staff.

· Coordinate training and development activities for employees as per the schedules.
· Responsible for collecting PF statements from various project sites covered under Karnataka region.

· To prepare and modify documents including correspondence, reports, drafts, memos and emails.

· Solely responsible in validating the PF statements, documents submitted from the customers.

· Resolve administrative problems and inquiries.

· Prepare agendas for meetings and prepare schedules.

· Planning and implement office procedures to improve efficiency.

· Compile and analyze financial data to generate reports.

· Collaborate with regulators and external auditors.

· Schedule and coordinate meetings, appointments and travel arrangements for managers or supervisors.

	 Skills


· Proficient in the Microsoft Office suite, particularly Excel.

· To ensure strict adherence to regulations, procedures and practices.

· Developing efficient financial reporting mechanisms.

· Analyze and resolve accounting issues pertaining to PF.
· Scheduling and coordinating activities for maximum efficiency.

· Building a constructive relationship with staff and team members.

· Organize and allocate the right resources for task achievement.
· Creativity in logically approaching problem in a systematic manner, good negotiation, organizational and time management skills, leadership qualities.
	 personal profile


· Father’s Name 

  : N Sukumaran
· Date of birth and age     : 12-09-1981

· Sex                              : Male

· Nationality                    : Indian

· Religion


  : Hindu

· Mother Tongue              : Malayalam

· Marital status

  : Married

	LANGUAGE KNOWN
	TO READ
	TOWRITE
	TO SPEAK

	ENGLISH
	Y
	Y
	Y

	HINDI
	Y
	Y
	Y

	KANNADA
	Y
	Y
	Y

	MALAYALAM
	Y
	Y
	Y

	TAMIL
	Y
	Y
	Y

	TELUGU
	N
	N
	Y


	 Declaration


I hereby declare that the information furnished above is true to the best of my knowledge.
                                                                                                      SUKESH P S
