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MASTER OF BUSINESS ADMINISTRATION
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Career objective To pursue a successful, challenging & exciting career while being able to dispense my maximum potential to the benefit of the organization and at the same time acquiring knowledge on the road to success.
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	Key skills
	Excellent spoken and written communication
	
	Creative thinking
	

	
	
	
	
	

	
	Good organization and planning skill
	
	The ability to work as well as part of a team
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	Professional
	CUSTOMER CENTRE MANAGER
	January 2013 – March 2014

	Experience
	
	

	
	Apollo Gold and Diamonds  India
	

	
	Duties and Responsibilities:
	


· providing help and advice to customers using the organization’s products and services; 
· Understanding current and potential customer; 
· Link between marketing staffs and management; 
· keeping accurate records of discussions or correspondence with customers; 
· communicating courteously with customers by telephone, email, letter and face to face; 
· handling customer complaints or any major incidents; 
· developing customer service procedures, policies and standards for the company; 
· meeting with other managers to discuss possible improvements to customer service; 
· being involved in staff recruitment and appraisals; 
· training staff to deliver a high standard of customer service. 
AWARDS:
· Best Customer centre award June 2013 
· Best Customer Centre Award July 2013 
· Best Customer Centre Award November 2013 
BUSINESS DEVELOPMENT EXECUTIVE
August 2012 – December 2012
T.M Steels and Pipes Calicut, Kerala, India.
Duties and Responsibilities:
· Coordinate with management and clients to identify business development opportunities with existing and new clients; 
· Participate in meetings to report business prospect and status updates to management and clients; 
· Contribute towards marketing communications; 
· Travel to customer sites and tradeshows to promote company’s products and services; 
· Assist marketing team in development of advertising and promotional programs; 
· Compile and respond with quotations to enquiries received. 

	Computer skill
	MS Office (MS Word, MS Excel, MS PowerPoint)

	Educational
	Master of Business Administration

	Profile
	
	2012

	
	University
	: Viswesaraya Technological University, Belgaum

	
	Specialization
	: Marketing

	
	Institute
	: KIT, Mangalore


	
	
	Bachelor of Arts
	
	

	
	
	
	
	2010
	

	
	
	University
	: University of Calicut
	
	

	
	
	Specialization
	: Economics
	
	

	
	
	Institute
	: St Joseph’s College Devagiri
	
	

	
	
	Higher Secondary Education (Humanities)
	2007
	

	
	
	Institute
	: Markaz Higher Secondary School - Kerala, India
	
	

	
	
	Secondary School Leaving Certificate
	2005
	

	
	
	Institute
	: Kuttamboor Higher Secondary School - Kerala, India
	
	

	Language Skills
	
	English (RWS)
	
	
	

	
	
	
	
	
	

	
	
	Hindi (RWS)
	
	
	

	
	
	Malayalam (RWS)
	
	

	
	
	
	
	

	
	
	
	
	

	Personality
	
	 Leadership skills, ability to deal with people diplomatically
	
	

	Traits
	
	 Strong communication skill, Efficiency to work methodically and precisely
	
	

	
	
	 Self motivated and team player, Willingness to learn new things
	
	

	
	
	 Truthful and God –fearing.
	
	

	Personal Profile
	
	
	
	
	

	
	
	DOB
	: 3 November 1989
	
	

	
	
	Gender
	: Male
	
	

	
	
	Marital Status
	: Single
	
	

	
	
	Religion
	: Islam
	
	

	
	
	Nationality
	: Indian
	
	

	
	
	Driving License : Indian
	
	

	
	
	Visa Status
	: Visit visa
	
	

	Interests
	
	Swimming, Car and Bike riding, Trucking, Surfing social networks and Reading
	
	

	
	
	
	
	

	Reference
	
	References will be furnished upon request
	
	

	
	
	
	
	

	Declaration
	
	“I hereby declare that all the information furnished is true to the best of my knowledge and
	

	
	
	belief; I will be sincere and committed to my designation and duties.”
	
	





