K.M.Karthikeyan
AREAS OF EXPERTISE
Office procedures Resolving queries Challenging discrepancies Maintain office files Quoting customers
Provide receptionist services Answer phones
Reasoning
Administration Health & safety
CAREER STATEMENT
“I feel that my strengths are firstly my ability to understand the problems and
needs of people under my care. Secondly my experience which allows me to assess, recommend and develop care packages that will improve the quality of their lives. Finally my proven track record of working on and bringing to a successful conclusion complex caseloads on time and to the satisfaction of all parties“

PERSONAL SUMMARY
A customer oriented and highly motivated individual who can provide a high level of administrative support to enable the smooth running of a busy office. I am a proactive office administrator who’s always eager to lend a helping hand and make sure that a business runs efficiently, professionally and safely. I am a quick and keen learner who is always ready to make the most of any opportunities that may come her way. Right now she wants to join a company where I will have a chance to gain exposure to a wide variety of clerical activities
WORK EXPERIENCE
JAMAL MOHAMED COLLEGE
Office Clerk, 2011-2021 present Responsibilities
· Issuing Of Certificates (Transfer certificates ,bonafide certificates,Conduct certificates, Degree certificates ,Provisional certificates.
· Convocation work(issuing mark sheet,convocation fees,collection of convocation application,function work)

+2 Mark sheet government verification
· Admission register entry and maintaining
· Student education verification
· Railway concession & bus pass verification
· Answer telephone calls and takes messages
· Maintain and update office files, inventory, mailing lists, and database systems
· Prepares letters and other correspondences
· Proofread and organize records, reports, and documents
· Prepare documents such as government and business forms for processing
· Direct tasks of lower-level clerks
· Arrange for the repair or troubleshoot of office equipment
PROFESSIONAL
Driving Licence First Aid
Leadership Training Course
PERSONAL SKILLS
Planning Strategically An eye for detail
Good communicator Tactful & articulate
Able to identify critical issues Excellent organisational skills
Culturally aware
Respectful of others Never give up attitude Sociable
PERSONAL DETAILS
465, Big Bazzar Street, Tiruchirappalli-8 (dt),Tamilnadu,India
T: 91-431-2701700 M:+919600389042
E: karthik6384480@gmail.com
Passport No:S1560038
DOB: 30/10/1975
Driving license: Yes Nationality: INDIAN

WORK EXPERIENCE
Ligthhouse Int'l Co.W.L.L ( kingdom of kuwait ) (Oct 2002 to Feb2007)
Security supervisor
Responsible for maintaining the security of the premises and doing this by circulating amongst visitors, patrons and employees to preserve order and protect property. Warning people of infractions or violations and evicting violators from the premises.
Duties:
· Providing a visible onsite security and deterrent presence.
· Watching out for, reporting and dealing with suspicious or unusual activity. Patrolling & monitoring the shop floor, general building and outside car park.
· Dealing with hostile customers and escorting them from the building. Apprehending and detaining suspected shoplifters until the arrival of
the police.
· Meeting and greeting official visitors.
· Locking up premises and making sure that doors, windows and gates are secured.
· Completing fire alarm and health and safety checks.
· Monitoring and authorising entrance and departure of employees & visitors.
· Dealing with emergencies as they arise.
· Answering telephone calls and providing information during non- business hours.
· Reporting any incidents of concern to the store managers.
· Responsible for monitoring and operating CCTV cameras and Alarm Systems.
· Assisting in administering first aid and reporting accident. Responding in a timely manner to alarms that have been set of.
ACADEMIC QUALIFICATIONS
Tamil Nadu Open University 2015- 2017
Social Work M.A
ALAGAPPA UNIVERSITY
2012- 2015
B.A
English
REFERENCES –Available on request.

