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Career Objective:
To associate myself with an organization that provides me an opportunity to use my skills, improve my Knowledge and to be a part of the team that works dynamically towards the growth of the organization.

Key Competence
· 4.6 Years working experience in Estimation department as coordinator and document controller in Dubai, UAE 
· Able to work under tremendous pressure and meet deadlines with easy and efficiency 
· Good inter-personal relations and communication skills 
· Arranging for the meetings 
· Coordinating with Estimators for the supporting documents 
· Coordinating with Estimation Manager for the tender submission & project related matters. 
· Maintaining good relationship with suppliers and subcontractors 
· Maintaining of the Tender register & preparing submittals for the Tender submission 

Working Experience:
	Company
	:
	Interiors International Industries LLC.

	Date
	:
	22nd June,, 2010 to till date.

	Position
	:
	Estimation Coordinator


Duties and Responsibilities:
· Maintain Incoming Document Register & Outgoing Register 
· Register the Tender documents and give new reference number 
· Update the Tender Schedule 
· Maintaining all the Estimation files as per the company policies & procedures 
· To handle all the correspondence of the department as per the guidance of the head of the Department 
· Provide assistance to the Manager, while submitting tenders 
· To facilitate for the collection, submission of documents related to Tenders 
· Arrange the documents for the suppliers and subcontractors 
· Taking prices form the supplier and subcontractors 
· Managing the competitive quotations from the suppliers and subcontractors 
· Develop and manage supplier relationships 
· Responsible for maintaining and updating the database of the suppliers 
· Assist in follow up and get information of the submitted tenders 
· Taking fabric quantity by the guidance of the Upholstered department 
· Preparation of material schedule 
· Arrange the documents for the purchase department 
	Company
	:
	Express Publication (Madurai) Ltd.

	Date
	:
	1st July, 2009 to 07th May, 2010.

	Position
	:
	Circulation Executive

	Location
	:
	Mangalore, India.


Duties and Responsibilities:
· Management of supply/sales figures based on internal budgets. 
· Working with our distributors on the day to day running of the portfolio. 
· Update the circulation Schedule. 
· Guiding promoters. 
· Maintaining monthly circulation growth. 
· Updating various weekly and monthly internal reports. 
	Company
	:
	Pidilite Co Ltd

	Date
	:
	2006-2007

	Position
	:
	Sales Promoter.

	Location
	:
	Mangalore, India



Summer Internship Programme:
	Company
	:
	Reliance Retail

	Location
	:
	Bangalore

	Duration
	:
	March 2008 to July 2008.



Education Qualification:
Master of Business Administration (MBA)
	University
	:
	The ICFAI University Dehradun, India

	College
	:
	ICFAI National college, Mangalore, India.

	Duration
	:
	2007-2009

	Specialization
	:
	Dual Specialization in Marketing and Finance.


Bachelor of Commerce (B.COM)
	University
	:
	Mangalore University, India.

	College
	:
	Shree Gokarnatheshwara college , Mangalore, India.

	Duration
	:
	2003-2006



Extracurricular activities:
1. Active member of NSS troop participated in the college NSS camp and other social activities. 
2. Active member of NCC troop, participated in national level camps 
3. Participated in State level cultural activities 
	Computer knowledge
	:
	Ms Office, Ms Excel, Ms Power point, Web browsing, Out look

	Strength
	:
	Patience, Hardworking, Quick Learner.

	Hobbies
	:
	Listening to Music, Travelling, Sports.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


