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OBJECTIVES
Seeking a challenging job environment with the opportunity for growth, motivation and to be a part of firm where I can apply professional and educational knowledge and skills. 
WORK EXPERIENCE

1. Duration


: 2013 August to 14th November 2015
Position Held
: Customer Service Coordinator
Organization
: Emirates Services L.L.C

Location


: Karama, Dubai, United Arab Emirates

· Major Responsibilities:
· Communicating courteously with customers by telephone, email, letter and face to face.

· Responding to customer enquiries, and giving proper replies.
· Scheduling and arranging cleaning staffs duty on daily basis and as per client requirement.
· Preparing quotations and contracts for different clients.
· Monitor, control and manage business operations to meet customer expectations and company goals.

· Build and Maintain strong customer relationship through regular meetings and communications.

· Management of services and processes that support the core business of the company.
· Controlling the project budget by preparing full project facilities management plan and cost study.

· Review, check and sanction monthly material and manpower requisition for the project.
· Interacting with clients and customers.
· Assist Managers in day to day co-ordination and management of business operational activities.

· Evaluate current operational performance and provide strategic plan for improvements.

· Provide direction and guidance to cleaners to achieve performance targets.
· Regular visits to buildings across our site to monitor standards of cleanliness, to establish and implement ways to improve and meet the evolving need of the client.

· Provide training to new staff in relation to expected standards and quality of general cleaning, and Health & Safety requirements, particularly regarding the operation of equipment, manual handling etc.

· Monitor working time, working with the Departmental Administrator to ensure that overtime and casual- worker timesheets are completed correctly, meeting payroll deadlines.

· Maintain supplies of cleaning materials and equipment, keeping check of what will be required and placing orders to maintain stock levels.

· Maintain awareness of, and work within, budgets for staff and equipment.
2. Duration


: 1st June 2011 to 30th June 2013
Position Held
: Centre Manager

Organization
: Apollo Information Centre
Location


: Kottayam, Kerala.

· Major Responsibilities:
· Managing the overall activities of the centre.

· Supervising the daily centre operations and activities of subordinates.

· Working as a mediator between Apollo Hospitals Chennai and information centre, particularly in relations to their advisory and financial support of centre, including working in fundraising relating to memberships in centre and sponsorships of centre activities.

· Writing communication and promotional literature for distribution such as newsletter, brochures or flyers and coordinates printing and distribution.

· Preparing and monitoring budget for the Centre.
· Preparing periodic reports, financial statements and records on centre projects, progress, status or other special reports for management.

3. Duration


: 1st May2008 to 30th April 2011
Position Held
: Customer Co-ordinator
Organization
: Udaya Clinic & Diabetic Centre

​​​Location


: Kottayam, Kerala.



· Major Responsibilities:
· Communicating courteously with customers by telephone, email, letter and face to face.
· Responding to customer enquiries, and giving proper replies. 

· Maintaining a positive client relationship by providing routine follow-up customer service calls.
· Providing help and advice to customers using organization’s products or services.
· Investigating and solving customers' problems.

· Keeping accurate records of discussions or correspondence with customers.
· Writing reports analyzing the customer service that organization provides.
· Developing feedback or complaints procedures for customers to use.
· Improving customer service procedures, policies and standards for organization.
· Meeting with other managers to discuss possible improvements to customer service.
· Leading or supervising a team of customer service staff.
· Learning about organization’s products or services and keeping up to date with changes.
ACADEMIC CAREER

· MSW (Master of Social Work) from Santhigiri College Vazhithala affiliated to Mahatma Gandhi University Kerala in 2008.
· BA PHILOSOPHY from Baselius College Kottayam affiliated to Mahatma Gandhi University Kerala in 2006.
· HIGHER SECONDARY EDUCATION from St.Augustine’s GHSS Muvattupuzha affiliated to Board of Higher Secondary Examination Kerala in 2003.
· SSLC (Secondary School Leaving Certificate) from St. Thomas Higher Secondary School Thank many affiliated to Kerala State Board in 2000.
COMPUTER SKILLS

· M.S Office, Internet

· Operating System
EXTRAMURAL ACTIVITIES / ACCOLADES

· Functioned as a National Level Social Work Students Meet “NECTAR-  2008”and responsible for:-
· Overall management of the fest which had 20 Colleges to participate (246 participants) and Budget amounted to INR 500,000.
· Formed different committees and coordinated them.
· Assigned duties and responsibilities for the committees.
· Convened meeting of committee heads regularly to assess the progress.
· Member of NSS club and participated in various NSS Camp.
· Conducted a Research on “Stress faced by the Institutionalised Adolescents”.
PERSONAL DETAILS

Date of Birth



: 31-10-1984

Nationality



: India

Marital Status



: Married

Languages Known

: English, Hindi, Malayalam and Tamil

Visa Status



: Visit Visa 
DECLARATION
I do hereby declare that all the information given above is true to the best of my knowledge and belief and can support by relevant certificates and documents.
:   

