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PERSONAL SUMMARY
A results driven, self-motivated and resourceful person with an understanding of aspects of coordination and implementation. Experience of supporting the delivery of new and existing products and business enhancements that enable individuals and organizations to improve the quality and productivity. Now looking forward to making a significant contribution with an ambitious company that offers opportunities for progression.

AREAS OF EXPERTISE

Project coordination

Performance reviews

Procurement strategy

Office coordination
Customer relation

LANGUAGES KNOWN
English

Hindi

Malayalam

SKILLS
Effective time management

Maintains confidentiality

Multi-tasking

Able to adapt quickly to change

Knowledge in Microsoft office

ACADEMIC QUALIFICATIONS

· B.Tech
Electronics and Communication Engineering (course completed).

· DIPLOMA 
Electronics Engineering.

· Higher Secondary

Computer Science.

WORK EXPERIENCE
Project cum Operations Coordinator: (One year)
(7/2014 to current)

Pacific Coast Oilfield Supplies & Services, Doha – Qatar (Marine repair & supply).

Duties:

        Project:
· Assisting and supporting the Project Manager in their daily duties.

· Ensuring that relevant management information is captured and analyzed.

· Providing project support to senior Project Managers.

· Reviewing the efficiency and effectiveness of service delivery.

· Responsible for handling the projects finances.

· Acting as administrative support to Project Managers and Directors on projects.

· Identify, analyze, prioritize and communicate project risks.

· Prepare documents (For arranging the passes, customs clearance etc).
· Prepare quotation, purchase and work orders.

· Procurement and supply chain operation.
· Leading and organizing a team.

· Keeping in close contact with key project members.

       Office coordination:
· Updating & maintain the holiday, absence and training records of technical staff.
· Raising of purchase orders and invoice tracking. 

· Creating and modifying documents using Microsoft Office. 

· Setting up and coordinating meetings and conferences. 

· Involvement in social media implementation. 

· Updating, processing and filing of all documents.
Sales manager: (4 years)
(6/2010-5/2014)

Ukken Group, Kerala India (A retail & wholesale dealer of Gift & electrical components).

Duties:

· Ensures availability of merchandise and services by approving contracts & maintaining inventories.

· Dealing with customer enquiries face to face, over the phone or via email. 

· Problem solving &handling unusual circumstances.

· Maintains the stability and reputation of the firm.
· Managing the sales process for new prospects, from initial contact through to closure.

·  Contacting prospective customers and discussing their requirements. 

·  Achieving all revenue targets & objectives in line with the Area Business Plan.

·  Working closely with the marketing team to produce any sales collateral required for 

the target market. 

· Reporting business trends and area performance to The Sales Manager. 

· Developing & maintaining successful business relationships with all prospects.

· Planning and organizing the day to ensure all opportunities are maximized.

· Developing a full understanding of the business market-place.

Technician: (1 year)

(7/2013-6/2014 - Part time basis)

Camcare, Kerala – India
(Electronic devices servicing firm).

Duties:

· Assemble and solder components in PCBs

· Service professional video cameras.

· Ensure quality of serviced devices. 

· Documentation & payroll
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