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	Areas of expertise 

Customer Service

Office Administration  

Procurement
Reception 
Personal Data
Gender
 : Male
Date of Birth: 14th Sep 1983
Nationality: Indian

Visa Status: Visit Visa
Languages: English, Hindi, Malayalam, Kannada, Tamil.
Work Style

Adher to ethical conduct.

Integrity

Dependability

Persistence

Initiative

Adaptability/flexibility
IT Skills

MS Word, MS Excel, 
MS Power Point, MS Access

Fast and accurate typing
Internet and email application

Adobe Professional 
Microsoft MCITP Certified.

	PROFILE

	
	Over Two Years of extensive experience in Front Office and Customer Service at Dubai International Airport. Highly Computer literate and possess excellent Communication/multi -language skills .Very much Customer friendly and problem solving skills.
PROFESSIONAL EXPERIENCE
DESIGNATION                 :            Client Service Clerk.

DURATION                       :            June 2012 to August 2014.
EMPLOYER                      :            Demo Shield L.L.C
Manage and handle some restricted items that is not allowed to carry by Passengers while onboard. We arrange world- wide Courier service with reputed Cargo Companies according to Passengers Conveniences.
Job Responsibilities 

●Provides friendly, efficient, reliable Customer Service.

●Collection of Consignee’s Address & calculate the price of shipment by measuring volume & Actual weight.  

● Proper packing of shipments to avoid shipment losses to reach the correct location.

●Daily checking of shipment updates.

●Resolve Consignee’s issues through answering phone calls and through E-mails. 

●Preparing and maintaining shipment files according to shipment acceptance date.

● Deliver the shipment to DHL or Aramex after completion of all Airport procedures.

●Entering and tracking customer packages daily assuring that it reached the right destination in a timely and proficient manner.

●Dedicated to maintain Customer information entered into systems.

●Regular contacts with DHL and Aramex people for proper handover the shipment.

PREVIOUS WORKING EXPERIENCE
DESIGNATION                 :             Administrative Support
DURATION                       :             (From Nov 2009 to Feb 2012)
EMPLOYER                      :            Speed Way Cyber and Tech Solutions, Bangalore.
Office Administration: 

· Answer and Redirect all incoming telephone calls promptly, take messages whenever necessary.

●Look after attendance register and forward to accounts departments for preparation of monthly payroll


	.

· Greet, assist, and provide visitors with office health & safety orientation.

· Perform general clerical duties such as maintaining general files, typing, data entry, opening mail, and completing and processing standard purchasing forms.

· Maintain filing of tools issued cards for site workers with proper labelling both electronics as well as hard copy.

· Organizing and coordinating travel arrangements for the Project Staff

· Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems, and personal computers.

· Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information, take orders, and address complaints.

· Compile, copy, sort, and file records of office activities, business transactions, and other activities.

· Compute, record, and proofread data and other information, such as records or reports.

· Complete work schedules, manage calendars, and arrange appointments.

· Monitored he stock levels of maximum, Minimum, Re-order levels and maintaining the specified levels of materials.

· Takes care of the company’s Stationary stock and replenish as and when necessary. 
Procurement:

· Review requisition orders to verify accuracy, terminology, and specifications.

· Determine method to process requisition based on purchasing policy and project priorities. 

· Receive and analyze quotes, proposals, and award the order based on meeting criteria such as quality, price and lead time.

· Compare prices, specifications, and delivery dates to determine the best bid among potential suppliers.

· Prepare purchase orders and send copies to suppliers and to departments originating requests.

· Contact suppliers to schedule or expedite deliveries and to resolve shortages, missed or late deliveries, and other problems.

· Prepare, maintain, and review purchasing files, reports and price lists.

· Identify and qualify potential new vendors in order to secure more cost effective sources of products and services.

· Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site on time.

· Interpret and communicate purchasing procedures to departments. Assist departments in initiating requisitions and orders, and solve problems with orders between department and vendor.

· Maintain and review computerized or manual records of items purchased, costs, deliveries, product performance, and inventories.

· Track the status of requisitions, contracts, and orders.

· Coordinate with Logistic department for arranging the delivery.


	ACADEMIC QUALIFICATIONS

	Diploma In Electronics & Communication
Board of Technical Education, Bangalore, India

September 2009
Bachelor of Arts – Economics                                      

Calicut University, Kerala, India

 April 2005
Pre Degree
Calicut University, Kerala, India
March 2001
Secondary School (SSLC)

Govt of Kerala Dept. of Education, Kerala, India

March 1999
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