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AIM:

To work in a challenging environment where I can display my skills and meet the organisational goals. 

WORK EXPERIENCE:
· Currently working with EAST as an Admin Support Coordinator
· Using a range of office software, including email, spreadsheets and databases;

· Developing and implementing new administrative systems, such as record management;

· Recording office expenditure and managing the budget;

· Organising and chairing meetings with staff;

· Overseeing the recruitment of new staff, sometimes including training and induction;

· Ensuring adequate staff levels to cover for absences and peaks in workload;

· Carrying out staff appraisals, managing performance and disciplining staff;

· Delegating work to staff and managing their workload and output;

· Promoting staff development and training in coordination with Department Heads;

· Writing reports for senior management and delivering presentations;

· Responding to customer enquiries and complaints;

· Attending conferences and training.

· UAE Exchange as a Junior Officer. January 2008- February 2011
· Processing transactions for customers at the cash counter. This involves ensuring customers are provided with service of the highest level, while being attentive towards the transaction on hand.

· Handling complaints from customers and follows up on case till the error is rectified.
· Tallying transactions against the number of ‘Gold’ cards sold. Gold cards are cards which are given to customers when they come to the branch for transactions. These cards store personal and account details of the holder.

· Assisted in Camp Transactions.

· Was involved in the ‘Smart Pay Programme’, which is the salary dispersal programme within UAE Exchange.

· Was a full time Counter staff and Cashier as well

· Trained new agents as per requirement.

· Citibank, Dubai - Personal Loans division from May 2005 till December 2007 as a Loan Recovery Coordinator/ Officer.

· Responsible for monitoring and rehabilitation of delinquent and over-limit accounts and to minimise delinquent accounts and contain flow through to the next cycle.

· Resourcefulness in securing Promises to pay.
· Maintaining a complete debt collection portfolio using the support framework designed.

· Review and recommend enhancements to improve current work flow/processes to minimise manual input to increase operational efficiency.

· To create a professional and friendly environment providing fast, flexible and efficient service to our customers.

· Responsible for monitoring individual effectiveness and performance including the performance of trainees assigned.
· JB Trading, Ajman as a Marketing Executive from July 2003 till March 2005.

· To implement the marketing plans and strategies of the organisation

· Maintain and develop a computerised customer and prospect database
· Oversee the product availability, monitor stock position, and co-ordination between the customers and the sales team.

· Ensure that the deliveries are executed on time 

· Feedbacks given by the customers are reported to higher management to ensure better quality in service level is maintained.

· Videocon International Limited, Bangalore as Marketing Co-ordinator from December 2001 till March 2003.

· Co-ordinating between dealer and sales executive.

· Co-ordinating with demonstrator to know movement of product.

· Co-ordinating with warehouse to know availability of products.

·  Identifying and Co-ordinating In-shop Promotion

· Co-ordinating with sales executive as and when instructed by sales manager.

EDUCATIONAL QUALIFICATION

· B.B.M (BACHELORS IN BUSINESS MANAGEMENT) from Ambedkar institute of Management, Bangalore.

· P.D.C ( Pre- degree) from St Thomas college, kozencherry, Kerala 

· Diploma in Foreign and Indian accounting.

TECHNICAL KNOWLEDGE:

· M.S OFFICE PACKAGE(WORD,EXCEL,POWERPOINT)
· ACCOUNTING PACKAGE(TALLY,PEACHTREE,QUICKBOOKS)
PERSONALITY TRAITS: 

· Ability to work under pressure.

· Capability to coordinate in a team and meet deadlines.

· Positive attitude 

· Communication skills

· Dedication to work

PERSONAL INFORMATION:

DATE OF BIRTH

: 
27th April 1978

GENDER


:  
Male

NATIONALITY


: 
Indian

LANGUAGES KNOWN

: 
English, Hindi and Malayalam

VISA STATUS


:        Employment 
Driving License                :             Yes.

