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	CAREER OBJECTIVE


Aspiring for a challenging and rewarding career in an organization, which can provide an enriching experience, and to work towards the realization of self and organizational goals.
	PROFESSIONAL SUMMARY


Resourceful and accomplished individual with 1 year comprehensive experience in fast-paced environments with Customer care skills & Documentation as well as very effective in providing Administrative Support activities to department’s mission and procedures currently looking for a suitable position.

	EXPERIENCE






Period: Jan 2013 to Jan 2014
      Role:  “Customer Care - Executive” (Hyderabad, Telangana - India)


· Job Responsibilities
· Taking care of all Reliance SME Accounts (small & medium enterprises)

· Handling E-Mails from Channel Partners, Outsourced Call Centers.

· Maintaining Daily SR (Service Request) Tracker.
· In charge of all front desk operations.

· Attending incoming and outgoing calls.

· Transferring of calls to various departments.

· Responsible for dispatching courier mails and keeping a record of them.

· Distributing inwards documents received, Responsible for payments of bills.

· Handle all of the company’s petty cash.

· In charge of utilities and maintenance of furniture.

· Responsible for booking of services for the company.

· In charge of faxing documents to various locations on a timely manner.
	EDUCATIONAL QUALIFICATIONS


Academic Details.

· Masters in Business Administration from Kakatiya University in July, 2014.

· Bachelor of Commerce (B.com) (CA) from Kakatiya University in July, 2012.

· Intermediate (CEC) from Board of Intermediate Education in March, 2009.

· SSC from Vishwa Bharathi High School, Warangal in 2007.

	TECHNICAL SKILLS


· PGDCA Certified.
· Highly proficient in MS Office (Excel, Word, PowerPoint), Email & Internet applications

· Excellent Computer Skills for Maintaining Administration data.

	STRENGTH


· Hard working


· Self confidence

· Motivating others to do a work

· Good communication skills
	ACHIEVEMENTS


· Achieved merit certificate from brain tree foundation 2005.

· Achieved bronze level certificate from united minds 2011.
	PERSONAL PROFILE


D.O.B



:
07-12-1991
Sex



:
Male

Marital Status

: 
Single
Nationality


:
Indian

Religion


:
Islam

Visa Status


:
Visit Visa
Language Known

:
English, Hindi, & Telugu

Hobbies  


:
Playing Cricket, Listening Music
Place:
 DUBAI 
Date: 
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