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RENISH 
Renish.216176@2freemail.com 
CAREER OBJECTIVE
To continue my career with an organization that will utilize my skills to benefit mutual growth and success and to keep on learning and contribute as much as value I can to the company
PROFESSIONAL EXPERIENCE 

· Promotion of various courses offered by institution
· Co ordination of marketing at global village
· Working as a student counselor

Kerala home food stuff exports ,Irinjalakuda ,Kerala ,India
Job Role:  office administrator May 2010-Nov 2013
· Perform the administrative duties for effective management
· Organizing and maintaining files and records
· Interact with customers through phone, mail and email 

· Support and coordinates with discipline with administration and control
· Data Entry of In carry/dispatch/Updating Contracts/ Bill details
· Coordination of various departments
· Doing internet research and look for new opportunities and business 
· Backup maybe done either electronically or through extra hard copies of a document.

· Planning and procurement of  food stuff from various markets in south India

· Preparation and processing of requisitions and purchase order
· Coordinating and following up schedules, deadlines and delivery dates

· Frequently travelling and look for new vendors

· Managing the packing unit
SPECIALTIES
· Administrative Writing Skills
· Client Co-ordination
· Microsoft Office Skills
· Reporting Skills
· Negotiation skills
EDUCATION
· Diploma in Tourism and marketing from Cambridge university through Kerala institute of tourism and travel studies, Thiruvananthapuram.
· Diploma in computer networking from NIIT  Irinjalakuda

· Diploma in Java programming from NIIT Kodungaloor.

· Pre Degree from Calicut university .june 1998
 COMPUTER SKILLS
· MS Office(word, excel ,power point ,outlook)
· c,c++,java,html5,css3
· Snagit,photoshop,
PERSONAL INFORMATION

    Birth Date: 19 May 1981
    Gender: Male

    Nationality: India
    Marital Status: Married
LANGUAGES (Read, Write & Speak)
· English, Malayalam, Hindi
DECLARATION
I hereby declare that all the information furnished above is correct and true
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Brillianz education FZ LLC,Karama,dubai


Job role:Marketing excecutive Nov 2014-April2015








Kerala home food stuff exports,Irinjalakuda,Kerala,India


Job role: Field executive Jan 2008- April 2010








