
0091-9544374852 

BIJOY P. JOHN 
ADMINISTRATION ASSISTANT 

 
 

 

CONTACT 

GSM (INDIA): 

0091-9207969518 

 
bijoypathanamthitta@gmail.com 

 
Palalil Vallikkattil 

Parayanali 

Omalloor P.O. 

Pathanamthitta Dist. 

Kerala State – 689647 

India 

EDUCATION 

NEBOSH International 
General Certificate 

 
M.Com 
Master of Commerce 

 
B.Com 
Bachelor of Commerce 

 

Plus Two 

 
COMPUTER SKILLS: 

 M.S Office 

 Tally 9 

  CAREER OBJECTIVE:  

A motivated administrative professional seeking a position in a 
challenging environment. Over 10 years experience successfully 
providing administrative and secretarial support to the operational 
department. Proficient in a range of computer applications. Well-
developed communication and customer service skills 

 
  PERSONAL STRENGTH:  

● Possess a pleasing personality 

● Good Interpersonal and communicational skills to 
work as a team member 

● Discipline and dedicated 

● Hard working and result oriented 

● A driving instinct to achieve result with a leadership qualities 
 

  WORK EXPERIENCES:  
 

I. The Oman Construction Company LLC – TOCO 

(Occidental Mukhaizna Oilfield Construction Project under PDO). 

 

DESIGNATION: ADMINISTRATION ASSISTANT /TECHNICAL CLERK 

Duration – 23rd April 2010 to 30th Sep 2020 

 

Roles & Responsibilities: 

 Preparing monthly invoices, checking and clearing of Invoices 

 Analyzing sub-Contractor’s manpower and equipment reports. 

 Supervised the staff to handle Billing, HR related and Payroll related 

jobs. 

 Proper Documentation and record keeping. 

 Handling of Payroll. 

 Handling all the senior and junior employees’ leave schedules. 

 Handling the billing for clients. 

 Preparation of Financial report to the main client (OXY) 

 

mailto:bijoypathanamthitta@gmail.com


 

 Developing and providing reports 

 Purchase order processing 

 Attended office telephones, emails, and Fax 

 Maintained good filing system and prepared monthly invoices and reports 
 

II. Kuruvilla & Co, Chartered Accountants, Kerala, India 

Designation : AUDIT ASSISTANT 

Duration : From June 2008 to May 2009 

 
Roles & Responsibilities: 

 Maintaining the books of accounts and book keeping. 

 Ledger and Journal entries. 

  Reviewing and correcting of accounting entries. 

  Invoice entries and cross checking. 

  Maintaining and managing of accounts receivables and Payables. 

 Entering suggested payments onto the banking system 

 
 PERSONAL DETAILS:  

 

       Marital Status : Married 

Nationality : Indian 

Date of Birth : 31.05.1986 

Age : 34 

Sex : Male 

Father’s Name : Late John P. V. 

Religion : Christian 

Languages Known : English, Hindi & Malayalam 

 
  PASSPORT DETAILS:  

       Passport No : S3674047 

Date of Issue : 20/03/2018 

Date of Expiry : 19/03/2028 

Place of Issue : MUSCAT 
 

  DECLARATION:  

    I do hereby declare that the details furnished above are true and correct to the     best       

of my knowledge and belief. 

   BIJOY P. JOHN 
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