PERSONAL MEMORANDA

BINESH P



                                                                                 Mobile: 9740391445


                                                      Email: bineshforever@gmail.com                                                                                                                                  
CAREER OBJECTIVES

Aim to perceive a highly challenging rewarding career allowing me to grow with the organization, both personally and professionally. I make headway towards responsibilities of the organization.

EDUCATIONAL ACHIVEMENTS

COURSE


:   M.A

BOARD/UNIVERSITY
:  Bangalore University

INSTITUTION

:  Bangalore University

YEAR OF PASSING
:  2000

COURSE


:   B.A 

BOARD/UNIVERSITY
:  Bangalore University

INSTITUTION

:  Sheshadripuram Degree College

YEAR OF PASSING
:  1998

COURSE


:  PUC (Commerce)

BOARD/UNIVERSITY
:  Karnataka Senior Secondary Exam  

INSTITUTION
:  Sheshadripuram P U College

YEAR OF PASSING
:  1995

COURSE


:  S.S.L.C

BOARD/UNIVERSITY
:  Central Board of Secondary Education


INSTITUTION

:  K.V. Wheel and Axle Plant


YEAR OF PASSING      :  1993

COMPUTER LITERACY

Operating System

:MS-Office, Windows 

Browser Exposure

:Internet Explorer, Google Chrome

PROFESSIONAL ACHIVEMENTS

Passed the All-India UN Information Test with flying colours

Consistently achieved the team based goals

Participated in various Faculty Development Programs

Attended many webinars on Corporate Issues 

Attending the seminars on Education and Corporate Affairs to keep myself up to date with the developments

Participated in Subex Best Questions Award and won many laurels

Been a part of the Ad-hoc projects and handled them effectively

Participated in many quiz competitions and won laurels
WORK EXPERIENCE

Working as Data Entry Operator/PRO in Apex Professional University Since Sept 2019 onwards
Worked from June 2014 to Present in MPHASIS as Transaction Support Representative doing Data Entry.
Worked from May 2011 to March 2012 in MINACS as Customer Support Executive along with Data Entry.

Worked from May 2010 to May 2011 in AEGIS as Senior Customer Support Executive along with Data Entry.

Handling Uncle’s Business till 2010.

JOB RESPONSIBILITIES

Creating original data entry of the employees in word file.
Preparing the academic reports for the educational institutions

Creating table and monthly reports for the employees.
Creating data base of various courses in a logical manner.

Typing Brochures, Letters, Catalogues, Timetables, Files, Sheets, Circulars, Academic Reports And Academic Documents.

Preparing the letters and other official documents for the company.

Preparing the reports of the companies of transactions.

Preparing the legal documents for the educational institutions

Typing various business letters/circulars, about the company in word file.

PERSONAL SKILLS

Excellent Communication Skills, Smart Work, Resourceful, Adopt New Techniques, Cultures, Work Environment, Taking Initiative, Integrity, Open To Learning. 
EXTRA CURRICULAR ACTIVITIES

Member of the College Writing Team.
Cultural Activities and won awards.
Participated in Inter College Competitions and won laurels.
HOBBIES AND INTERESTS

Reading, Browsing.
Listening to Music.
Gardening.
Photography.
Visiting Cards.
DECLARATION
My focus being career positioning beneficial to both the company and myself and will be glad to have my energy and positive attitude translated into an asset for your organization.

Place
:  Bangalore


                         Signature of Candidate

Date
:        /      /


            








                          (BINESH P)[image: image1.png]


[image: image2.png]


[image: image3.png]


[image: image4.png]



