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O B  J  E  C  T  I  V  E
An enthusiastic MBA holder, seeking position as an Office Administrator/Sales, to pursue a career with high ambition of doing challenging position in a dynamic organization for developing  technical and interpersonal skills along with the growth of organization.
K E  Y
T  E  C  H  N  I  C  A  L
S K  I  L  L  S

Possess outstanding communication, planning, coordination, time management- and interpersonal skills.

Knowledge of basic business math.

Able to perform well under pressure coordinating with multicultural personnel including various clients.

Skilled in both verbal and written communication

Ability to assist others in solving work problems

Ability to determine work priorities.

Ability to make decisions and take appropriate actions.

Knowledge of spreadsheets and database software.

Extremely motivated to explore and broaden gained knowledge, skills and expertise.
E D  U  C  A  T  I  O  N
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   Professional Degree:
Degree
: Master of Business Administration (Marketing) College
: BSMS College, Kollam, Kerala, India
University
: Eastern Institute For Integrated Learning In Management University
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   Professional Degree:
Degree
:  Bachelor of Commerce (B.Com) College
: BSMS College, Kollam, Kerala, India
University
: Eastern Institute for Integrated Learning In Management University
P R  O  F  E  S  S  I  O  N  A  L
E X  P  E  R  I  E  N  C  E
1.   COMPANY
:
Robust Glass $ Aluminum Contacting  CO.L.L.C, UAE
.
JOB TITLE
:
Office Admin
JOB RESPONSIBILITIES
:
From 4th June 2007
To
29th January 2009

Managing administrative activities involving purchase of equipments, maintenance of procurement, housekeeping, safety, security, employee induction etc.

Planning and preparing monthly reports pertaining to finance required for maintaining office infrastructure and facilities.

Managing repair, maintenance & replacement of office equipments, appliances, furnishings, vehicles, building, etc.,

Event Management, organizing meetings, conferences, making travel arrangements and hotel reservations for guests & foreign delegates.

Acting as info-hub for providing administration related information and supervising administrative activities like general admin, verification of stationery
stock, petty cash, courier, florist, pest control, housekeeping, etc
2.   COMPANY
:   Sarathy Automobiles
JOB TITLE
:
Sales Executive
JOB RESPONSIBILITIES
: From 5th July 2014 To 10th January 2015
  Listening to customer requirement and presenting appropriately to make a sale
  Maintaining and developing relationships with existing customers to prospect for new business
  Responding to incoming email and phone enquires
  Acting as a contact between  a company and its existing and potential markets
  Negotiating the terms of an agreement and closing sales
  Gathering market and customer information
 Representing their company at trade exhibitions ,events and demonstration
  Negotiating on price ,costs, delivery and specification with buyers and managers
  Liaising with suppliers to check the progress of existing

	3.
	COMPANY
:
	Power Corp General Trading Company

	
	JOB TITLE
:
JOB RESPONSIBILITIES
:
	Office Admin
From 23rd January 2015 To
10th August 2015



Answering Incoming Calls, determine purpose of call and transfer call

Take and deliver message

Handle customer Queries

Provide ongoing customer service support

Schedule appointments

Draft correspondence

Generate reports and other document

Organizing meetings, conferences
S O  F  T  W  A  R  E
E X  P  O  S  U  R  E
Operating systems
 :  Windows XP, Windows vista , Windows 7  & 8 & OS X Office tool
:  MS office 2003, 2007 & 2010
C A  R  E  E  R
L E  V  E  L
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   Level
:
Mid Level
Notice Period:
Immediately
C O  R  E
S T  R  E  N  G  T  H

Excellent communication and interpersonal skills

Hard Working

Fast and Self Learner

Good team player, Self confident & interested to learn new things
P E  R  S  O  N  A  L
D E  T  A  I  L  S
Languages Known:
English, , Hindi, Malayalam & Tamil
Date of Birth:
14th April 1985.
Nationality
Indian
Sex & Marital status:
Male, Single.

R E  F  E  R  E  N  C  E  S

As per Request


