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Looking forward for opportunities to work in new areas and  in an environment that gives me scope to apply my knowledge, assume  responsibility and strive for collective growth and devp.
AREAS OF EXPERTISE
· Administration Skills

Sales Coordination Skills

· Computer skills

Customer Relation & Support
CORE COMPETENCIES/ACHIEVEMENTS
· Skills in communicating clearly and professionally, both orally and in writing.
· Extremely well organized and detail oriented, able to work independently.
· Fast learner, dynamic and  Good Listener.
· With high level of energy, enthusiastic, with excellent customer service skills.
· Ability to effectively deal with cross-cultural communications.
· Capable of providing support to sales teams, and managing customer enquiries.
· Understand technical aspects of work and to perform effectively.
· Willing to handle new task and adapt to changing demands and conditions.
· Shows teamwork and make positive contribution to team projects.
PROFESSIONAL EXPERIENCES:
MARKS & SPENCER ( Al-futtaim Group)

Admin Assistant 

Dalma Mall

Mussaffah, Abu Dhabi
Dec 2013 to Present
· In charge of Admin & Cash office.
· Delivery checking & Stock Moments.
· Checking Mails regularly and responding on time and meeting deadlines.
· Handling Risk Audit monthly and BOE Audit Yearly from Corporate.
· Sending Non Cash Tenders for claim.

· Answering Phone calls and responding professionally.
· Maintaining the Standards of Admin Documentation as per SOP.
· Sending Management Reports and Cash office Reports monthly on time basis.
· Daily Checking Safe Fund Check and Petty Cash Check.
· Rectifying and keeping the Reports on track.
· Maintaining the Till Discrepancies for the Cashiers if any.
· Monitoring & Updating Admin Month End Reports and  Cash Office Reports.
· Giving training for staff regarding Till processing whenever required.
· Updating Briefing Sheets and Sales Reports all the times without delay.
· Preparing the Excel formats & Reports whenever it is required.
CENTER POINT L.L.C.
Sr.Cashier   & Admin  Cashier        

Marina Mall

Abu Dhabi
Oct 2011 – Oct 2013
· Checking the documents and Monitoring files
· Sending DSR Reports.
· Preparing claims for Petty cash and Vouchers
· Checking Non Cash Tenders.
· Receive Payment by Cash, Credit & Debit Card, Vouchers and Credit note.
· Count Money in Cash drawers at the beginning of Shifts to ensure correct amount.
· Giving best customer service.
· Process merchandise returns and exchanges.
· Request information or assistance using paging.
· Making sure reports of credit cards, credit notes, Vouchers are correct.
· Checking office documents for filling.
· Maintain office records or log books in orderly manner.
GMR DUTY FREE :    
Sales Executive & Cashier :

Rajiv Gandhi International Airport.

Hyderabad, India
· Greet customers in a courteous, friendly and professional manner sop’s

· Listen attentively to customer needs and concerns: demonstrate empathy.

· Explaining the products of various types to Customers

· Billing in Various Currency’s

· Reconciliation of Cash and maintaining the Till Discrepancy as per SOP

· Checking the stock on the floor and giving the order from the vendor

· Doing Fifo all the time when ever stock arrives.

EDUCATIONAL BACKGROUND & SEMINAR
· (B.S.C)  Computer Science from Osmania University in India (2008)
· Intermediate Board of Education from Osmania University in India (2005)

· School Secondary Certificate in India (2002)

COMPUTER SKILLS
· Languages

            
 : C with Data Structures & OOPS With C++.

· Operating systems
               : MS-DOS, WINDOWS 98/2000/XP.

· Application Program
               : MS-Office, Oracle, SQL SERVER.

· Web Techniques

 : HTML.

LANGUAGE KNOWN:
· ENGLISH ( Read Write and Speak)
· HINDI (Read, Write and Speak)
· Telugu (Read, Write and Speak) 
· Arabic ( Moderate).
Accomplishments :

· Active participation in various debates.

· Seminars.

· Quiz Competitions.
ACHIEVEMENTS : 

· Runner up in kabbadi at Mandel level.

· Appreciation Award in RAJIV GANDHI INTERNATIONAL AIRPORT.

· Best Cashier Award in CENTERPOINT 3 times in a year.

· Top Beat Diabetes in overall Center points in UAE 2 times.

PERSONAL PROFILE: 

Gender
:
Male

Date of Birth  :
03rd March 1986

Nationality
:
Indian

Hobbies
:
Playing Chess & Browsing

Declaration: 
I am very confident that I shall work hard and fulfill all my duties perfectly, and within time, up to the satisfaction of my superiors and justice the assignments entrusted on me. 
I declare that the information above is true to the best of my knowledge.
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