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A graduate with a comprehensive knowledge of administration procedures and of providing administrative and customer support, with an experience as an operations executive in a Freight Forwarding firm. 
Easy going by nature, a quick learner and able to get along with both colleagues and senior managers, currently looking for a suitable position for a better profile where I can utilize my communication skills and smart working ability to help the organization to attain its goals and fulfill its objectives.


· Have been working as an Operations Executive at Amit Shipping
 (Agents for SITARA Shipping Ltd). Cochin.(Feb 2015 – Jul 2015)
Duties & Responsibilities:-
· Investigating and planning the most appropriate route for a shipment, taking account of the perishable or hazardous nature of the goods, cost, transit time and security.
· Arranging appropriate packing, taking account of climate, terrain, weight, nature of goods and cost, and the delivery and warehousing of goods at their final destination.
· Negotiating contracts, transportation and handling costs.
· Arranging insurance and assisting the client in the event of a claim.
· Arranging payment of freight and other charges or collection of payment on behalf of the client.
· Have been working as an Executve at Muthoot Global Money Transfers Pvt Ltd (Oct 2011-Jan 2015) – was leading the back office operations in Cochin handling money transfer transactions (both cash and bank remittance) from UK.
Duties & Responsibilities:-
· Having to evaluate, prioritize, organize and delegate work schedules within an office environment. 
· Using electronic filing systems and office software, including email, spreadsheets and databases to store documents.
· Creating money transfer transactions through system software based on the inputs from the clients. 
· Writing letters and corresponding with clients. 

· Managing incoming telephone calls, screening calls and directing them to the appropriate parties. 
· Attending to emails and giving appropriate reply in time.

· Training, overseeing and supporting the work of junior staff.
· Have been working as a Sales Officer in ICICI Bank (Mar 2011 - Aug 2011).
· Have been working as Admin staff in Sanjo English Medium School, Vengoor (2010-2011 academic year).

· Certificate in Shipping and Logistics Management from Universal Academy of Shipping and Logistics Management 
· Graduation in Psychology from M G University (completed studies in U C College, Alwaye) 2005-2008

· Plus Two in Commerce and Computer Science from Holy Angels Matriculation Higher Secondary School, Chennai (State Board Tamil Nadu).

· S S L C from N.S.S Higher Secondary School Manickamangalam (State Board, Kerala)

· Pursuing 2nd year MBA from Bharatiyar University Distance Education, Coimbatore.

Technical Qualifications:-
Diploma in Computerized professional accounting form JECF – Oct 2010

Diploma in Web Designing and Animation from G Tec computer education – Oct 2010
Computer Proficiency:-

Operating systems 


: Windows XP, Windows 7

Packages 



: MS Office 2003 & 2007 
Strong decision-making skills
Ability to multitask 
The ability to form positive relationships with colleagues and clients
Have a proactive, 'can-do' approach to work 

Professional and confident telephone manner 

High attention to detail and accuracy
Able to react quickly and effectively when dealing with challenging situations

Tactful, discrete and having respect for confidentiality

Age & Date of Birth: 
29, 23-05-1986
Gender 

:
Male

Religion 

: 
Catholic
Nationality 

:
Indian 
Blood Group 

: 
AB +ve
Languages Known 
: 
English, Malayalam, Tamil
I hereby declare that the above mentioned details are true and correct to the best of my knowledge and belief.
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