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Highest Qualification: Master of Business Administration
Areas of Expertise: Business Operation & Customer Service
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CAREER OBJECTIVE
Seeking an opportunity to be part of an organisation which provides me an environment which helps me to execute my abilities to its optimum level by adding value to the organization’s set goals and objectives by utilizing my professional knowledge and expertise where my skills can be further developed and used effectively.
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PROFESSIONAL COMPETENCIES

· Exceptional analysis skills with an ability to transform the needs of business to achievements. 
· Effective problem solving and troubleshooting abilities. 
· Excellent communication and negotiation skills. 
· Highly motivated to initiate and lead strategic processes and grasp new skills and concepts. 
· Deliver optimum outcomes in a competitive and result oriented environment. 

PERSONAL COMPETENCIES
· A capable team player who is able to liaise with people at all levels 
· Flexible, adaptable and open to change. 
· Ability to multitask and prioritize key tasks. 

PROFESSIONAL EXPERIENCE

ADMINISTRATIVE SUPERVISOR
Organization: Tafani Contracting LLC.Dubai
Business Sector: Construction and General Contracting
Job Profile: Office Administration, Business Reporting, Strategic Planning and Control.
Period : Since Oct 2014
Areas of Responsibility
· Evaluates, develops and recommends office procedures and practices to Top management. 
· Resolve administrative problems by preparing reports and analyzing data 
· Performs a variety of secretarial duties such as drafting & typing routine correspondence 
· Tracks office expenditures by recording expenses 
· Collects, researches, organizes and summarizes data from a variety of sources and produces reports. 
· Responds Outside inquiries about services offered by the organization. 

CUSTOMER SERVICE EXECUTIVE
Associated with CMC Limited for PASSPORT SEVA PROJECT (TCS-MEA Project) in Administration section as Customer Service Executive.
Company: CMC Ltd
Designation: Customer Service Executive
Period: Jan 2012 – May 2014
Project Details
· India's largest mission critical e-governance project of over Rs1,000 crore 
· Passports to be delivered after 3 working days post police-verification 
· The Passport Seva Project aims to provide passport-related services to Indian citizens in a speedy, convenient and transparent manner. 
· The Passport Seva Project enable citizens to enjoy the benefits of a technology-led, service oriented approach to passports while ensuring that the proper security, safety and safeguards are maintained. 
Responsibilities:
· File Management 
· Pre verification of documents 
· Floor co-ordination and management ,token issuance 
· Teaching government officials (VO,GO) in use application software if needed 
· Assist the application software executives in trouble shooting and reporting 
· Responsible for the service delivery at passport Seva Kendra 
· Resolve customer queries and issues 
· Report to the citizen service manager 
· Processing the information’s given by the citizens 
· Preparing exit report 
· Analyzing customer feedback and suggestions 
HR EXECUTIVE
Organization: Geojit BNP Paribas Financial Services LTD
DUTIES:
· Preparing and issuing employment contracts to new employees. 
· Organizing induction ceremonies and training for new staff. 
· Setting up and maintaining a employee’s personnel files. 
· Updating both manual and electronic personnel records when a employees personal details change. 
· Involved in the performance review of staff. 
· Authorizing and issuing pay-slips. 
· Finalizing paperwork for when a member of staff leaves employment 


Qualifications
	Year
	Degree/Examination
	University/Board
	%Mark

	2011
	M.B.A Finance & Marketing
	Anna University of Technology, Coimbatore
	80

	2009
	BSc Physics
	University of Calicut, Kerala
	81

	2006
	Plus Two
	H.S.E Board Kerala
	76

	2004
	SSLC
	Board of Public Examination, Kerala
	73



ACHIEVEMENTS & CERTIFICATIONS
· Achieved Star Performance Award in the Area of Business Operations from TCS 
· Executed Final year MBA project at Hedge Equities, Cochin 
· Won many awards & Recognitions in extracurricular Activities 
· Presented paper in an International Conference Sponsored by NABARD and UGC titled “ Islamic Banking- New dimensions for Modern Banking” 
· Completed Six Weeks In plant Training at Kerala Roadways Pvt Ltd 

PERSONAL DETAILS
Gender
:  Male
Date of Birth
: 13th May 1988
Language Known
:  English, Hindi, Arabic, Malayalam, Tamil,
Declaration
I hereby declare that all the information summarized above is true to the best of my knowledge.
