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	RESUME


Objective
Seeking a Challenging Environment that Encourages Continues Learning and Creativity that Provides Exposure to New Ideas Stimulates Personal and Professional Growth & Creation of Executive-level Internal and External Correspondence.
Job Preferring: Secretary, Admin Executive , Document Controller, Storekeeper, Customer Care Exe, Public Relation, Tour Exe , Receptionist , Sales Executive , Cashier, Junior Accountant etc.
Work Experience – more than 6 years
· Working as a Secretary in  El-Eman Construction Establishment Co. 
· from 1st Aug 2014 – Continuing 




Years – 3 Months (Continuing)
· Working as a Secretary in  Kuwait United Development Co. (Mina Abdullah-KUD132C Project) 
· from Jun 2014 – Aug 2014 




Years – 2 Months
· Worked as an Administration Officer in Ivory Holidays Ltd, Cochin , Kerala, India
· From 1st Dec 2010 to 15th Feb 2014  



Years – 3 Yrs + 1 Month
· Worked as Accounts Assistant in Muthoot Finance Pvt Ltd , Vapi , Gujarath, India
· From 20th Oct 2008 to 1st Dec 2010



Years – 2 Yrs  + 2 Months
· Worked as an Office Assistant cum Computer Operator in  Tilak Nagar Industries Pvt Ltd

· From 10th Mar 2008  to 20th Oct 2008



Years – 7 Months
Work Profile at El Eman Construction  Establishment / Kuwait united development co. 
· Proper Filing Documents, Transmittals, Emails, Other Correspondence as per QMS format. 
· Answering & Screening phone calls and Photocopying, mailing, faxing, dealing with correspondence and writing letters. 
· Complete Control of Project Submittals, Transmittals & Checklist among various Departments.

· To coordinate with all departments of the company in order to assure that all documents are kept in the right place and in the right department file archive.

· File validation and document controlling. Before submitting a document, a document or file must first be checked and approved. This is the task of document controller that all files submitted are approved by superior in charge.

· Related all Transmittals & Check List, Submittals
· Maintain hard copy and electronic filing systems as per QMS format. 
· Conduct meetings, take minutes and distribute them.
· Collect documents after verification and distribute it to concern person. 
· Produce reports, documents and presentations. 
· Creating and maintaining office systems to deal efficiently with paper flow. 
· Maintains department schedule by maintaining calendars for department personnel; arranging meetings, conferences, teleconferences, and travel.

· Carry out specific projects and research as needed. 
· Carry out other reasonable duties as needed.
· Document controlling & administrating office works.
· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Organizes work by reading and routing correspondence, collecting information; initiating telecommunications.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains customer confidence and protects operations by keeping information confidential.

· Prepares reports by collecting information.

· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Keeps equipment operational by following manufacturer instructions and established procedures.

· Secures information by completing database backups.

· Provides historical reference by utilizing filing and retrieval systems.

· Maintains technical knowledge by attending educational workshops; reading secretarial publications.

· Contributes to team effort by accomplishing related results as needed.
Work Profile at Ivory Holidays [ADMINISTRATION & ACCOUNTING EXP]
· Executing, administrating and Accounting of Branch 
· Prepare Day to day accounting report 

· Prepare outstanding of a company, bank reconsideration in every month, loss and profit account , proper maintenance of all accounting documents etc.

· Financial controlling and make new business planning’s as per company fund flow.
· Produces information by transcribing, formatting, inputting, editing, retrieving, copying, and transmitting text, data, and graphics.

· Organizes work by reading and routing correspondence, collecting information; initiating telecommunications.

· Completes requests by greeting customers, in person or on the telephone; answering or referring inquiries.

· Maintains customer confidence and protects operations by keeping information confidential.

· Prepares reports by collecting information.
· Maintains office supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Keeps equipment operational by following manufacturer instructions and established procedures.

· Secures information by completing database backups.

· Provides historical reference by utilizing filing and retrieval systems.

· Maintains technical knowledge by attending educational workshops; reading secretarial publications.

· Contributes to team effort by accomplishing related results as needed

· Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.
· Compute taxes owed and prepare tax returns, ensuring compliance with payment, reporting and other tax requirements.
· Analyze business operations, trends, costs, revenues, financial commitments, and obligations, to project future revenues and expenses or to provide advice.
· Report to management regarding the finances of establishment.
Work Profile at Muthoot finance ltd. [Accounting & administration exp]
· Document Controlling as per prescribed format of RBI

· Customer & Vendor interaction & making follow up for payments.

· Coordinate with vendors if any issues Purchase Orders and Delivery Notes.

· Receive the invoices from vendors on daily basis.

· Print the purchase orders with prices for the received invoices.

· Check the Invoice against the Purchase order and the Delivery note.

· Make sure the invoices are signed by authorized personal.

· Check the details on every statement of the month from vendors.

· Ensure that there is no discrepancy in any PO, DN, Invoice and Monthly statement.

· Prepare documents on credit and debit issues, and email to treasury.

· Email all the invoices, PO and DN plus Statement of the month to treasury.

· Inform vendors as soon as their payment is released.

· Prepare payment tracking report against PO number released.

· Prepare outstanding balance sheet on monthly basis.

· Providing attractive customer services for the Company.
· Canvassed Deposit, Loan, gold coin, Air and rail tickets and became an idle staff in a region.

· Preparing Bank Reconsideration, Cash Book, Cashier’s Scroll , Manager’s Scroll etc.

· Keeping Strong Room Keys and Strong Room activities as per the rule of the Company.

· Handled around 30 Lak cash transaction per day(at Muthoot Finance Ltd)

· Help to make a very good plat form for Muthoot Finance at Gujarat Region through good Services

· Always try to keep customer satisfaction 
Education Qualifications

      

               
	Post Graduation
	Master of Tourism Administration (MTA) – 63 % 
	2006-2008

	
	Under Mahathma Gandhi University  (Regular)

St: Peter’s college Kolenchery Ernakulam (dist), Kerala.

(HR-Management, Organization Behavior, Tourism in new millennium challenges, Marketing and Public Relation, Geographical Representatives, Business and Laws, Accounting and Finance, Health and Eco Tourism, Travel Transport and Tour operation, Air Reservation , Documentation, Cargoing and Ticketing, MIS, Foreign Language, Hospitality Management,  Business Communication , Research methodology, Computer Application, Public Relation )

	Graduation
	B Sc. (Mathematics) – 61%
	2003-2005

	
	Under Mahathma Gandhi University    (Regular)

Sree Sankara College,  Kalady

Ernakulam (Dist), Kerala. 

(Mathematics, Physics, Statistics )

	Technical
	Post Graduate Diploma in Computer Application
ET & T, Perumbavoor
	2003-2005

	Higher Secondary Graduation
	Higher Secondary Graduation (Science) -59 %

M.G.M.H.S.S Kuruppanpady

Ernakulam (Dist), Kerala.
	2001-2003



	School Graduation
	SSLC – 60 %

Sree Narayana H.S. School , Okkal

Ernakulam (Dist) , Kerala


	2000-2001


Computer Skills
OperatingSystems:-Windows98&WindowsProfessionalApplicationsMicrosoftWord,Excel,Access,PowerPoint,Doss.Online Application: - Microsoft Internet  EXPLORER&NETSACPE
Personal information 
Name



: MANOJKUMAR POTTACKAL SADANANDAN

Age & Date of Birth

: 28 yrs, 05-04-1986
Sex



: Male
Father’s name


: P.G Sadanandan
Father’s Occupation

: Rt. Polytechnic  Principal
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Marital Status


: Single
Languages Expert in

: English, Hindi, Malayalam

Nationality


: Indian
Date of Birth


: Perumbavoor
Permanent Address

: Pottackal House | Rayonpuram Post | Vallam





  Perumbavoor | Ernakulam Dist | Kerala-683543

Kuwait Address


: Room No – 9| Building No- 91 | Street 16 | Block 3 | Mangaf | Fahaheel-
  Kuwait
Passport Number

: G6707557
Place of Issue 


: Cochin
Nationality


: Indian
Validity



: 3/1/2018
Visa



:  18 No. Transferable Visa (Kuwait)

Strength & Interests

 

Strengths       : 
Self Confidence and a mind to take risk, Relationship building, Enthusiastic,   

 

Commitment to the Company, Aggressiveness , Hardworking, Communication etc

Interests         : Traveling, Listening Music, Gardening , Farming etc  
Declaration

I hereby declare that all statements made above are true to the best of my   knowledge and belief.

Place:  Mangaff

Date  :
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