Gregory
Gregory.2135@2freemail.com 
OBJECTIVE

To secure a growth position within a progressive organization. Ideally, I would appreciate if I am given the opportunity to draw upon the academic training and work experience that I have acquired to date and to fully demonstrate my potential.

A PROFILE
Proficient in communication and interpersonal skills
Diligent achiever, aggressive, self confident and has a will to succeed
Ability to work independently with minimum supervision
Strong determination to succeed and grow within an organization
Good administration skills combined with professionalism in dealing with colleagues as well as business associates
ACADEMIC QUALIFICATION

Graduate in Science (Bsc) Majoring in Zoology from Goa University in April 1998

Graduate in Law (LLB) From Goa University in April 2002

 TOTAL YEARS OF  WORK EXPERIENCE
9 (NINE) YEARS 

  WORK EXPERIENCE
Legal Consultant
(June 2002 – November2006) Law Firm: Adv.Patrick Diniz Goa-India
Adv.patrick is one of the leading advocates in the state handling civil, criminal and insurance cases.
Providing Legal Advice
Issuing legal notices

Negotiable instrument cases

Bank recovery suits

Civil and criminal suits

Contracts , agreements etc

Notary services

Insurance cases

Handling property disputes and arbitration 
Appearing before various administrative bodies

Handling legal cases (opening to closure of a suit)

Handling claim petition

Providing free legal aid

Making Bail Application
Drafting legal Documents such as affidavit, sale deed, legal suit etc.
SCHENKER INTERNATIONAL – Dubai, U.A.E 
Designation
                : Customer Support/ Office Admin./Operations Executive  

Place of work

    : Dubai. 

Duration

   : Current.

Job profile: 

Import / Export documentation.

Operations.

Freight reports, Exhibitions, Fairs, Conferences’ and logistics co-ordinations.

Arranging transportation

Coordinating with transporters / shipping line

Customs and ports documentation

Invoicing

Air, sea and road cargo documentation

Pharmaceutical Distribution (G.B. pharma ltd) (1998-2002)
Product launching

Ensuring product availability

Legal registration of new product

Regional sales

Co-ordination with the retailers 

Sales coordination
Customer service

Providing support to the out door sales personnel’s with their day-to-day sales activities.

Sending quotations to retailers. 

Email communications with vendors and principle office.

Tele sales and fixing appointments for sales executives.

Follow-ups on rate offers to retailers and recording feedbacks.

Handling customer complaints and coordinating with post-sales department to ensure client satisfaction.

Preparing monthly sales reports in coordination with out door sales.

Additional responsibility of handling office administration.

Calculating commissions earned by sales staffs.
Proper follow-up on payments in line with the agreed credit terms and conditions granted to buyers.

Preparing statements on damaged stocks and replacement

OTHER QUALIFICATIONS
Successfully completed a certificate course in windows 98, word 97, Excel 97, Microsoft outlook, internet and email from stenodac commercial institute, Goa, inda.

INTERESTS

Traveling, Reading, Playing Chess and Power Lifting

PERSONAL DETAILS

           Name:


Gregory 
        Date of Birth:

Feb 1 st 1978
        Place of Birth:

Goa India.

        Nationality:

Indian 

        Marital Status:

Single

        Languages Known:
English, Hindi, and Konkani
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