CAREER OBJECTIVE:

Secking a challenging position in a company that utilizes my potential to
the fullest while offering an opportunity to further my career, and thus
contribute mutually to the benefit of the organization.

WORK EXPERIENCE:

1. G-tec College for Advance Studies, Nilambur
Position :Lecturer with Administrator (HOD)
Duration : 2019 - 2023

Duties and Responsibility

P Assist with day-to-day administrative tasks,including managing
correspondence, handling incomeing and outgoing calls, scheduling
appointments and maintaining calenders.

P Prepare and distribute memos letters,emails and other forms

Of communication

» Maintain filling systems,both physical and electronic ensuring
documents are organized and easily accessible

» Manage office supplies, inventory and equipment, ensuting
availability and making procurement request as necessary.

» Maintain the cleanliness and tidiness of the office space, ensuring a
professional and organized environment

» Develop, implement and maintain policies procedures within the

Classroom

P To coordinate various activates with students.

P To lead Students in their Activities

2. Manappuram Finance
Position : Assistant Manager
Duration : 2016— 2019

Duties and Responsibility

» To do various money exchange transactions

» Manage day operations of branch in the absence of Branch Manager
P Assist Branch Manager in implementing business development
strategies for assigned branch.

» Provide warm, friendly and welcoming atmosphere for both employees
and customers.

» Provide quality and exceptionally services customerts.

P Assist Branch Manager achieve sales target and projected profit.

» Maintain operational standards to provide an excellent working
Environment for employees.

» Ensure the facility is kept clean, safe and ordetly.

» Communicate personally with customers to ensure customer
satisfaction.

» Ensure operational excellence and integrity of the branch.

» Develop action plans to enhance operational controls and optimize
Customer service.

P Assist in performance appraisals, promotions, and compensation
activities for employees.


mailto:prasobh691@gmail.com

3. Manappuram Finance

Position : Junior Assistant

Duration : 2014 - 2016

Duties and Responsibility

P To answer visitors’ questions

P Direct customers to Bank personals

P Verify personal and financial information

P Maintain customer and financial Data

» To follow the directions given by the supetiors

EDUCATION DETAILS:

e POST GRADUATE
2018

Master of Commerce, Madurai Kamaraj University

e GRADUATION

2014

BBA, Calicut University
e PLUSTWO

2011

Commerce, HSE Kerala

e SSLC
2009

Government of Kerala

COMPUTER PROFICIENCY:
° MS Office

DECLARATION:

I hereby declare that the above-mentioned
information is correct up to my knowledge and I bear the
responsibility for the correctness of the above-mentioned
particulars

Place : Abu Dhabi PRASOBH.TS
Date :



